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ABERLE, John W. 
Teach how to make decisions. Bus Ed News- 
letter (P-H) 2: 1 Fall 
ACCOUNTING 
Accounting and auditing problems. Carman 
G. Blough. See issues J Accy 
Accounting careers for nonaccounting col- 
legians. Clarence C. Walton. J Accy 106: 
69-72 D 
Accounting education—uniform CPA exam- 
ination. Robert L. Kane. See issues J Accy 
The accounting function for small business. 
Robert E. Witschey. J Accy 106: 30-39 D 

An analysis of accounting skills and knowl- 
edges used by selected experienced electri- 
cal engineers in Rhode Island. George 
Lees. University of Connecticut, Ph.D. 
thesis °57 

An analysis of the prognostic value of high 
school bookkeeping to college accounting. 
Jack E. Theige. Fresno State College, M.A. 
thesis °57; N Bus Ed Q 27: 740 

The bachelor of accountancy degree. Sam 
M. Woolsey. Coll N & V 12: 1-3 D 

Current reading. Arthur M. Cannon and 
Lauren Walker. See issues J Accy 

The development of a method of interrelating 
selected activities of a uniform school ac- 
counting system utilizing punch card ac- 
counting procedures. Lewis Russell Crum. 
University of Denver, Ed.D. thesis °57 

Generally accepted principles of accounting. 
George O. May. J Accy 105: 23-27 Ja 

Internship program for public accounting. 
William J. Clark. J Bus Ed 33: 285-86 Ap 

Interpreting reports for management. John 
W. LaFrance. J Accy 105: 60-65 F 

It can’t happen here. Albert P. Gollinott. J 
Bus Ed 33: 329-30 M 

Partnership distributions. Eli Gerver. J Accy 
105: 42-49 F 

Pegboard accounting. Manfred E. Philip. J 
Bus Ed 33: 196-98 F 

Practitioners forum. Bernard B. Isaacson. 
See issues J Accy 

Principles of accounting. R. M. Pool. Jun 
Col J 29: 169 N 

A study of student personnel records at East 
Carolina college as relates to prediction in 
elementary accounting. Tora M. Larsen. 
University of Minnesota, Ph.D. thesis °57; 
N Bus Ed Q 27: 46-47 O 

A study of the internship-in-accounting pro- 
gram. Charles Mosier. Kansas State Teach- 

ers College, Pittsburg, M.S. thesis °57 

Teaching elementary accounting. Delbert E. 

Tillotson. Jun Col J 29: 23 § 

Teaching elementary accounting by the dem- 
onstration problem method. James H. Ros- 
sell. Coll N & V 11: 7-9 My 

Teaching the accountant’s role in budgeting. 
David S. Fields. J Bus Ed 33: 325-26 My 
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ADAMS, L. J. 
See McNelly, A. E. 
ADAMS, Lucy Rose 
An analysis of the pre-service preparation of 
business teachers in institutions accredited 
by the southern association of colleges and 
secondary schools. Ohio State University, 
Ph.D. thesis °57; J Bus Ed 33: 305 Ap; N 
Bus Ed Q 27: 8 O; Ohio Bus Tchr 18: 
39, 51 Ap 
ery y for secretaries. Systems for Ed 5: 


ADMINISTRATION and supervision 

Accentuations in evaluating teacher person- 
nel. Raymond W. Morgan. N Bus Ed Q 
26: 26-28 My 

Administering business education in large 
high schools. Mary Alice Wittenberg. N 
Bus Ed Q 26: 7 My 

Budgets in business education. Monroe H. 
Hubbell. N Bus Ed Q 26: 9-11, 15 My 

The department head as teacher trainer— 
clerical practice. Jordan Hale. Bus Ed 
World 38: 26-28, 39 Ja 

Directory of state supervisors of business 
+ ~ cram 1957-58. N Bus Ed Q 26: 49-53 

y 

Directory of supervisors and administrators 
of business education programs in cities of 
more than 100,000 population for the 
school year, 1957-58. N Bus Ed Q 26: 54- 
62 My 

Effective supervision is important to business 
education. Margaret Andrews. Am Voc J 
33: 24-25 F 

From the unexcavated supervisor’s corner. 
Robert D. Balthaser. Ohio Bus Tchr 18: 
10-14, 52 A 

Fulfilling supervisory responsibilities through 
leadership in professional activities. Al- 
bert C. Fries. Amer Bus Ed 15: 97-98 


D 
“I'd like to have my program changed.” I. 
David Satlow. Bus Ed World 38: 15-17 


Mr 

A. proposed handbook for non-academic per- 
sonnel at Kansas state teachers college, 
Pittsburg. Seybert L. Smith. Kansas State 
Teachers College, Pittsburg, M.S. thesis 
57; N Bus Ed Q 27: 68 O : 

A proposed program for further utilization 
of punched card machines in support of 
education activities at the Air Force acad- 
emy. William W. Converse. University of 
Denver, Ed.D. thesis °57 

R nsibilities of the department chairman. 
. rmi J. Odell. Amer Bus Ed 15: 56-57 

Selection and assignment of business teachers. 
I. David Satlow. N Bus Ed Q 26: 20-22, 
25 My ° 

ADULT education 

Business education in New Jersey adult 

schools. Bus Ed Observer 29: 10 My 
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ADULT education (continued) ’ 

Concepts of adult distributive education. M. 
J. DeBenning and Joe E. Timken. Bus Ed 
Forum 12: 17-19 Ap 

Problems of teachers of adult business educa- 
tion. Amer Bus Ed 14: 149-50 Mr 

The role of adult education in business edu- 
cation. Malcolm S. Knowles. Bus Educ 1: 
21 Fall 

A study of the status and trends of business 
education in the schools of vocational and 
adult education in Wisconsin. Donald 
Arthur Olson. State University of Iowa, 
M.A. thesis °57; N Bus Ed Q 27: 55-56 


Typical business-school day student: the ma- 
ture woman. Sylvia A. Berns. Bus Ed 
World 38: 20-21 Mr 

ADVERTISING 

Advertising: theory and practice, 5th ed. C. 
H. Sandage and Vernon Fryburger. Irwin. 
650 p $7 

Some present practices in teaching advertis- 
ing and psychology of advertising cartoons 
with accompanying scripts for distributive 
education students. Harry Olson, Jr. Uni- 
versity of Minnesota, M.A. thesis °57 

AGNEW, Peter L. 

Office administration in the future. Office 
Exec 33: 12-13, 18 F 
and Brady, Mary Margaret 

Advanced  key-driven’ calculator 
South-Western. 160 p $1.60 

AHLERING, Inez 

Christmas typing games. Bal Sheet 40: 151- 

52 D 
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Placement and then follow-up. Amer Bus Ed 
14: 157-59, 190 Mr 
AICHELE, John M. 
New developments in bookkeeping. Am Voc 
J 33: 18, 23 N 
AINGE, Isabelle 
Filing can be fun—when you know how. Of- 
fice 47: 130-43 Ap 
ALDRICH, Julian C. 
Developing and using resource units. Amer 
Bus Ed Y 15: 321-41 
ALLEN, Dixie Jean 
The guidance counselor’s role in the business 
education, program. Bus Ed Forum 12: 12- 
13, 28 Ja 
ALT, Pauline and Ruth Larson 
Negative aspects of certain accepted teaching 
procedures. Beacons on Bus Ed 42: 7-8, 16 
AMREICH, Sarah S. 
How our students “met” famous people. Bus 
Ed World 38: 19-21, 38 Ap 
ANDERSON, Barbara B. | 
A study of certain activities and characteris- 
tics of clerical personnel in Carlsbad, New 
Mexico. Kansas State Teachers College, 
Pittsburg, M.S. thesis °57 
ANDERSON, George W. 
Refresher seminars for basic business. Bus 
Ed Forum 12: 25-26 Mr 
ANDERSON, Ruth I. 
Education in Mexico. Bus Ed Forum 12: 35 
Mr; 30-31 Ap 
See also Douglas, Lloyd V. 
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ANDREWS, Margaret E. 
Effective supervision is important to business 
education. Am Voc J 33: 24-25 F 
and Warren G. Meyer 
Providing for the fast learner in distributive 
see. Amer Bus Ed 14: 228-32, 236 


y 
ANGELL, Grant C. 
See Carter, Theodore H. 
ARCHER, E. C. and Leroy A. Pemberton 
Typing skill drills. Allied. 51 p $1.45 
ARCHER, Fred C. 
Making long-range plans for office-practice 
equipment. Bus Tchr 36: 15 D-Ja 
Motivation keeps office practice clicking. Bus 
Tchr 36: 15 N 
The office practice course—how? what? why? 
a Tchr 35: 12 F; 12 Mr; 12 Ap; 8 My- 
e 





Office practices on a shoestring. Bus Tchr 
36: 15 S-O 
See also Batdorf, W. T. 
Raymond F. Brecker, and John C. Frakes 
General office practice. Gregg. 512 p $3.84 
ARCTANDER, Olive N. 
See Havard, Joan E. 
ARENSMAN, Ray W. 
The dictation problems of business execu- 
tives. N Bus Ed Q 27:90 
Expediting and improving your correspond- 
ence. ABWA Bul 23: 16-17 N 
Improvement of dictation practices and pro- 
cedures through training programs. ABWA 
Bul 22: 16-22 Ap 
See also Waltz, Loren E. 
ARITHMETIC, business 
Ask the experts. Vivian W. Kline. See issues 
Today’s Sec 
Building better bookkeepers through integra- 
tion with business arithmetic. Kenton E. 
Ross. Bus Ed Forum 13: 7-9, 30 D 
Business arithmetic: a “dirty” teaching as- 
signment? Marion V. Odell. Bus Ed World 
38: 28, 34 Je 
Business arithmetic, 4th ed. A. E. McNelly 
= a J. Adams. Prentice-Hall. 360 p 
Business arithmetic—teaching the why in the 
division of fractions. Frank R. Gammar- 
della. J Bus Ed 34: 82 N 
Business mathematics, principles and prac- 
tice, complete, 5th ed. R. Robert Rosen- 
berg, Gregg. 576 p $3.84 
The development of a workbook-textbook in: 
business mathematics for students enrolled 
in the business administration departments 
of community colleges. Harold Feldman. 
New York University, Ed.D. thesis ’57; J 
ye 33: 305 Ap; N Bus Ed Q 27: 22- 





Essentials of business mathematics, 5th ed. 
“eK R. Robert Rosenberg. Gregg. 384 


p $3.1 
Facts about teaching numbers. Donald Fuller 
1 ae Robinson. N Bus Ed Q 27: 38- 
Mathematics in elementary business training. 
A Strickland. Bus Ed Observer 


Providing for the fast learner in business 
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ARITHMETIC, business (continued) 
arithmetic. Ruth M. Twiss. Amer Bus Ed 
14: 209-13 My 
Showing the math teacher what business 
arithmetic is all about. Harry Huffman. Bus 
Tchr 35: 14 F 
Using the tape recorder in business arithme- 
tic. John F. Reilly. Bal Sheet 40: 60-62 O 
ARMSTRONG, Ruth D. 
What is a “mailable letter’? J Bus Ed 34: 
129-30 D 
ARNOLD, Marion 
The voice at the end of the line. Today’s Sec 
60: 28-29, 46 F 
ASHBY, Wilson 
a 5 > standards today. Bus Ed Forum 12: 


My 
ASHWORTH, Phillip B. 
Business education orn and layout. N 
Bus Ed Q 26: My 
ASKWITH, Herbert 
See Schapper, Beatrice 
ASSOCIATIONS 
Advantages of unification. Ray G. Price. Bus 
Tchr 36: 4 D-Ja 
Affiliated, cooperating, and UBEA regional 
associations. See issues Bus Ed Forum 
Business education across the nation. Theo- 
dore Yerian. Bus Educ 1: 10-12 Fall 
Encouraging in-service growth and member- 
ship in professional organizations. Clifford 
P. Hooker. N Bus Ed Q 26: 23-25 My 
Is unification in - Herbert A. Tonne. J 
Bus Ed 34: 61 N 
It’s time to act on national unity in business 
education. Paul S. Lomax. Bus Ed World 
39: 11,32 D 
Mountain-plains news exchange. See issues 
Bus Ed Forum 
National association for business teacher 
education—roster of institutional mem- 
bers, 1958-59. N Bus Ed Q 27: 60-64 D 
The national association of legal secretaries. 
Leo V. Ryan. Cath Bus Ed R 10: 14-17 N 
National unity in business education. Doris 
Howell Crank. Bus Educ 1: 6-7 Fall 
National unity in business education is close 
to reality. Albert C. Fries. Bal Sheet 40: 
108, 111 N 
Our business education associations at work. 
Carl W. Salser, Jr. Bus Educ 1: 23 Fall 
A plan for national unity in business educa- 
tion. Bal Sheet 40: 74-77, 94 O 
Preliminary report—business education as- 
sociations and organizations. United Busi- 
ness Education Association, 1201 Sixteenth 
Street, N.W., Washington, D. C. 43 p $1.50 
Proceedings of the 1958 (NABTE) conven- 
tion. NABTE Bul 68: 13-21 
Professional business educators. Louis . 
Nanassy. Bus Ed Newsletter (P-H) 2: 
Spring 
Report of the conference of the world con- 
ederation of organizations for the teach- 
ing profession. Dorothy H. Veon. Bus Ed 
Forum 12: 36 Ap 
Required membership in professional teach- 
ers’ groups? J. Kenneth Roach. J Bus Ed 
Ed 33: 327-28 My 


ASSOCIATIONS (continued) 
The southern news exchange. See issues Bus 
Ed Forum 
Unification for business education—this year. 
a. V. Douglas. Bus Ed Forum 13: 1-2 


Unification of professional organizations = 
pe education. Ball State C J 30: 


The western news exchange. See issues Bus 
Ed Forum 

Where are we going? Brother J. Alfred. Cath 
Bus Ed R 10: 41-44 N 

Which generation’s leadership? Vernon A. 
Musselman. Bus Ed Forum 13: 1 D 

Working together professionally through na- 
tional unity. Hollis Guy. Bus Ed Forum 
13: 1-2, 35-36 D 

AUDIO-VISUAL aids 

Audio-visual aids and their adaptability. 
Dorothy D. Bliss. Fresno State College, 
M.A. thesis ’57 

Audio-visual teaching aids. Anthony R. 
Lanza. See issues J Bus Ed 

Bulletin board displays for business classes. 
Virginia Stich. J Bus Ed 33: 164-66 Ja 

A comprehensive listing and classification of 
free and inexpensive bulletin board aids, 
free-loan films, _ filmstrips, recordings, 
transcriptions and scripts available to the 
business teacher. Carroll H. Blanchard. 
Boston University, Ed.M. thesis ’57 

Consumer education visual aid. Richard G. 
Hurtt. Amer Bus Ed 15: 123-24 D 

Enrichment in the teaching of shorthand 
through the use of audio-visual aids. Sister 
Mary Cyrilla Jones. Kansas State Teachers 
College, Pittsburg, M.S. thesis "57; N Bus 
Ed Q 27: 40 O 

Films —— Harry L. Baker. See issues 

ce 

Seven wt any , for use in training re- 
tail store salespeople. Ladale A. Lorenz. 
University of Minnesota, M.A. thesis °57 

Use slides to tell merchants your d.e. story. 
+ aa C. Hecht. Bus Ed World 38: 13-14 


y 

Using sixteen-millimeter films in business 
education—a _ bibliography. Charles S. 
Poston, Jr. University of Minnesota, M.A. 
thesis *57 

Using the tape recorder in business arithme- 
tic. John F. Reilly. Bal Sheet 40: 60-62 O 

Visual aids for business and economic edu- 
cation. See issues Bal Sheet 

ae aids worth seeing. See issues Coll N 


AULD, Lorene W. 

A survey of business machines used in se- 
lected business firms in Albuquerque, New 
Mexico. University of New Mexico, M.A. 
thesis °57; N Bus Ed Q 27: 10 0 

AURNER, Robert R. 

Effective communication in business, 4th ed. 

South-Western. 646 p $6 
AUTOMATION 

Automation and business education. Jordan 
Hale. H Points 40: 29-39 A 

Automation and clerical office practice. Irene 
Place. Bus Ed Forum 12: 14-16 F 
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AUTOMATION (continued) 
Automation and the office. Wilbert E. Scheer. 
Office Exec 33: 10-12, 21 Ja 
nee in the office. See issues Office 
gt 


Computers on the campus. T. Keith Glennan. 
Systems for Ed 5: 4-5 S-O 

Curriculum for new careers. J. C. Myles. 
Systems for Ed 5: 13-14 S-O 

Education for automation. John C. Sherry. 
Systems for Ed 4: 4-5 Ja-F 

The effect of automation on business teach- 
ers. Milton C. Olson. Bal Sheet 39: 252- 
54, 286 F 

The effect of automation on training. William 
M. Polishook. Bus Sch Exec 14: 41-50 Je 

Electronic data processing, business educa- 
tion, and business writing. Leon R. Hay. 
ABWA Bul 22: 16-17 Mr 

Electronic data processing in the college 
curriculum. E. W. Martin. Amer Bus Ed 
15: 19-24 O 

Important implications of automation for 
business + or Richard J. Schultz. N 
Bus Ed Q 27: 

Integrated data panah in the . W. 
J. Jacquette. J Bus Ed 34: 62- 

Integrated data processing: what it, is and 
what it can do. Ned Chapin. Office 48: 
74-75, 93 Jl 

Is automation for you? ‘a J. Dean. Office 
Exec 33: 22-27, 3 

Management’s wt Tien Hany for automation. J 
Bus Ed 33: 340 M 

NOMA glossary of automation terms. Na- 
tional Office Management Association, 
Willow Grove, Pennsylvania. 35 p $2 

Office automation. See issues J Bus Ed 

Office automation—how far today? M. Adele 
Frisbie. Bus Ed Observer 30: 10, 22 N 

Office automation news. Charles E. Ginder. 
See issues Office Exec 

Organization for automation. Lionel E. Grif- 
fith. Office 48: 138-52, 266 O 

Personnel shortage hampers automuiion. Bus 
Ed World 38: 9 My 

The power of IDP. Robert A. Scudder. Office 
Exec 33: 13-15, 42 Ja 

Processing checks automatically. J Bus Ed 
33: 220 F 

The school’s function in the electronics age. 
> H. Preston. Bus Ed Observer 30: 4, 16 


Some implications of automation. William 
J. Sutherland. Cath Bus Ed R 9: 49-52 Ap 

A study of office automation and the func- 
tions and qualifications of programmers 
for electronic data processing. Leon R 
Hay. University of Southern California, 
Ed.D. thesis 57; N Bus Ed Q 27: 31-32 O 

Teaching automation in your business classes. 
Helen M. Smith. J Bus Ed 34: 65-66 N 

Technology—the promise of progress. Wil- 
liam L. Hartley. Cath Bus Ed R 9: 13-22 
F 


Unique ability of automation. J Bus Ed 33: 
306 Ap 
What are the impacts of automation upon 


business education? E. C. McGill. Bus Ed 
Newsletter 5: 3-4 F 
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AUTOMATION (continued) 
at’s coming in office automation? Everett 
S. Calhoun. Office Exec 33: 48-50 Ja 


BAEHR, Herman 

Personal finance—a part of basic business. 

Bus Ed Forum 12: 18-20 Mr 
BAGGETT, Harry, Jr. 

Survey of school and community needs for 
determining a business curriculum for a 
new high school in Richmond, California. 
San Francisco State College, M.A. thesis 
°57; N Bus Ed Q 27: 10-11 O 

BAGLEY, J. Marie 

A comparative study of typewriting offerings 
and teaching practices in thirteen second- 
ary schools of Texas. University of Texas, 
M.Ed. thesis °57 

BAHR, Gladys and John M. Trytten 
Evaluation of teaching aids. Amer Bus Ed 
Y 15: 296-307 
BAILEY, Cleveland M. 
Public relations. Bus Sch Exec 14: 3-7 Mr 
BAKER, Frank Keith 

A study to determine the need for Chico 
state to grant a master of science degree 
in business. Chico State College, M.A. 
thesis °57 

BAKER, Harry L. 
Films review. See issues Office Exec 
BALDWIN, Leland P. 
Work experience education. Bal Sheet 39: 
352-53 Ap 
BALDWIN, Woodrow W. 
See Gregg, John Robert 
BALLANTYNE, Patricia McGinnis 
Briefhand—an evening school hit! Bus Educ 
1; 24-25 Fall 
BALLS, H. O. 
American education. Bal Sheet 40: 51 O 
D-day, H-hour. Bus Sch Exec 14: 71-75 S 
BALSLEY, Irol Whitmore and S. J. Wanous 

Shorthand transcription studies, 3rd_ ed. 

South-Western. 246 p $3.36 
BALTHASER, Robert D. 

From the unexcavated supervisor’s corner. 

Ohio Bus Tchr 18: 10-14, 52 Ap 
BARLOW, Carlton M. and others 

Views from the front office on office attire. 

Today’s Sec 60: 9 Ap 
BARTH, Pius J. 

Standards in business education. Cath Bus 

Ed R 9: F 
BASIC business edvestion 

Applying psychology of learning to basic 
business. Mary Elizabeth Spidle. Bus Ed 
Forum 13: 25-26 D 

Basic business—basic to what? Raymond B. 
Russell. Bus Ed Forum 12: 6 Mr 

Basic business by the experts. Kansas Bus 
Tchr 11: 8-10 Mr 

Basic business education in the secondary 
school. An evaluation of educators’ beliefs 
and a statement of concepts. Robert F. 
Bender. University of Denver, Ed.D. the- 
sis °57; J Bus Ed 34: 38 O; N Bus Ed Q 
27: 12 O 

Blueprint for tomorrow. H. G. Enterline and 
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BASIC business education (continued) 

others. Educational Division, Institute of 
Life Insurance, 488 Madison Avenue, New 
York 22; New York. 35 p Free 

Building better bookkeepers through integra- 
tion with general business. Robert Gryder. 
Bus Ed Forum 13: 17-19 D 

Business education in general education. Part 
2—General education responsibilities of 
business education. H. G. Enterline. Bal 
Sheet 39: 196-200 Ja 

Business fundamentals for everyone, 2nd ed. 
Charles Fancher and J. Francis Gallagher. 
Prentice-Hall. 552 p $3.76 

Business principles, organization, and man- 
agement. Herbert A. Tonne, Sidney I. 
Simon, and Esby C. McGill. Gregg. 512 
p $4.20 

Challenges in basic business. Gerald A. 
Porter. Bus Ed Forum 12: 9-12 Mr 

Check yourself. Today’s Sec 60: 23 Ja 

Course of study, activities, suggestions, and 
supplementary aids for teaching general 
business in the ninth grade. Catalina 
Miriam Lopez. University of Texas, M.Ed. 
thesis °57 

Economic education through advanced basic 
business. Kennard E. Goodman and Ver- 
non A. Musselman. Amer Bus Ed Y 15: 
210-23 

Economic education through ninth-tenth 
grade basic business. S. Joseph DeBrum 
and John L. Pineault. Amer Bus Ed Y 15: 
201-9 

An evaluation of basic business knowledges 
to be included in the curriculum of a small 
high school. LeRoy Theodore Smith. Uni- 
versity of Colorado, M.B.E. thesis °57 

The field trip for basic business classes. 
Victoria Daily. Bus Ed Newsletter 6: 7-8 
D 


Free and inexpensive teaching materials for 
basic business and consumer business edu- 
cation. Phi Chapter, Delta Pi Epsilon. 
Helen M. Gould, University High School, 
Minneapolis 14, Minnesota. 28 p $.50 

General business can be exciting. Vernon A. 
Musselman. Bus Tchr 36: 10 S-O 

General business course gets high praise in 
Seattle. Bal Sheet 39: 417 My 

General business for everyday living. Ray 
G. Price and Vernon A. Musselman. 
Gregg. 576 p $3.72 

General business teachers in action. Rodney 
O. Felder. Teachers College, Columbia 
University, Ed.D. thesis °57 

General education for business—a yo 
for action. Hamden L. Forkner. Bal Sheet 
40: 11-13 S 

Group dynamics in teaching general business. 
Lucile Ussery Hollis. Amer Bus Ed 15: 
70-75, 80 D 

A health insurance unit—basic to basic 
business. Gerald W. Maxwell. Bus Ed 
Forum 12: 20-21, 24 Mr 

Helping general business students to see, 
hear, and think. Vernon A. Musselman. 
N Bus Ed Q 27: 32-37 D 

High school investment club teaches finance 


BASIC business education (continued) 


and business by actual practice. William 
P. Douglass. Bal Sheet 40: 112, 119 N 

How not to get rich quick. Peter Y cyk. Bus 
Ed World 38: 23 Ja 

Income tax and social security course, 12th 
ed. D. B. Marti. Prentice-Hall. 160 p $2.50 

Introduction to business. Clinton A. Reed, 
Hobart H. Conover, and Robert E. 
Stearns. Allyn & Bacon. 495 p $3.92 

Let’s educate youth for effective business life. 
Monograph 98, South-Western. 26 p 

Major issues pertaining to health insurance. 
Gerald W. Maxwell. J Bus Ed 33: 262 Mr 

Make them sit up in general business. Ethel 
Hale. Bus Ed World 39: 23, 31 D 

Managing your money, a consumer televi- 
sion series. Clifton C. Thorne. Teachers 
College, Columbia University, Ed.D. the- 
sis "57; J Bus Ed 34: 38 O; N Bus Ed Q 
27: 75 O 

Mathematics in elementary business training. 
Margaret S. Strickland. Bus Ed Observer 
29: 10, 12 F 

More basic business for rural schools. Lila 
Philotoff. Bal Sheet 39: 202-4, 211 Ja 

Opportunities for growth in basic business 
education. Ray G. Price. Amer Bus Ed 
15: 76-80 D 

Personal finance—a part of basic business. 
~ rcs Baehr. Bus Ed Forum 12: 18-20 

r 

Personal finance for the career girl. Marie 
Hoerner. Bus Ed Forum 12: 27, 29 Ap 

Planning a home: a summarizing activity for 
the consumer buying units. Winona Phelps. 
Bus Ed Forum 12: 29 My 

A practical look at general business. Berle 
Haggblade. Bal Sheet 40: 162-63 D 

Problem solving in basic business. Agnes 
Lebeda. Bus Ed Forum 12: 29 F 

Problems of teachers of general business. 
Amer Bus Ed 14: 146-47 Mr 

Problems of the beginning teacher of basic 
ag en G. Bauer. Bus Ed Forum 


A proposed business practices course for a 
small high school. Adeline Seitz Jones. 
Ohio State University, M.A. thesis °57; N 
Bus Ed Q 27: 39 O; Ohio Bus Tchr 18: 
41-42 A 

Providing for the fast learner in general 
business. Marcella Mouser. Amer Bus Ed 
14: 237-38, 243 My 

Refresher seminars for basic business. George 
he Anderson. Bus Ed Forum 12: 25-26 

r 


Report on introduction to business. Bernice 
Fischer. Bal Sheet 40: 144 N 

A review of the history of income taxes in 
the United States and recommendations 
for the teaching of income taxes in the 
secondary schools. Helen Lorandos. Uni- 
versity of Wisconsin, M.S. thesis °57; N 
Bus Ed Q 27: 49 O 

Savings and investments: do business teach- 
ers enjoy this area? Peter Yacyk. Clearing 
House 32: 287-88 Ja 

Selected aids for basic business. Floyd Crank. 
Bus Ed Forum 12: 34 Ja 
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BASIC business education (continued) 

Selected resource units for basic business. 
Jesse Warren Teel. Kansas State Teachers 
College, Pittsburg, M.S. thesis °57 

Some questions I might ask myself about 
teaching basic business subjects. Kennard 
E. Goodman. Amer Bus Ed 15: 55-56 


O 

The story of money—a resource unit on 
money for use in the general business 
course. Jack E. Woodward. San Jose State 
College, M.A. thesis °57 

A study of savings and investments taught 
in the high school. Vernon G. Peterson. 
Northern Illinois University, M.S. thesis 
°57; N Bus Ed Q 27: 56-57 O| 

A study of the frequency of business terms 
in general business textbooks. Cecily Has- 
kell. Boston University, Ed.M. thesis °57 

Teach how to make decisions. John W. 
Aberle. Bus Ed Newsletter (P-H) 2: 1 
Fall 

Teaching basic business subjects is different. 
Vernon A. Musselman. Bal Sheet 40: 55, 
58 O 

Teaching general business today and to- 
morrow. Frank Hoffman. Bus Ed Forum 
13: 26 N 

Ten years of progress. H. G. Enterline. Amer 
Bus Ed 15: 38-41, 44 O 

A timetable for teaching the income tax unit. 
Lloyd L. Garrison and Calvin Kennedy. 
J Bus Ed 34: 23-25 O 

Try this caper—operation savings. Sister 
Anne Joseph. Cath Bus Ed R 9: 43-44 F 

Twenty years of basic business education. 
Herbert A. Tonne. Bus Ed Forum 12: 15- 
17 Mr 

A unit of study on common stocks purchased 
through company sponsored stock pur- 
chase plans and the monthly investment 
plan. Patrick Halligan. San Francisco State 
College, M.A. thesis °57; N Bus Ed Q 27: 
29 O 


What is basic business education? H. G. 
Enterline. Bus Ed Forum 12: 12-14 Mr 
Why not add a basic business course to your 
business education program. Raymond B. 
Russell. Bus Ed Newsletter 6: 7-8 O 
BASTIANELLO, M. George 
Controlling the white elephant in records 
management. Office Exec 33: 22-23 D 
BATDORF, W. T. 
Opportunities for growth in business educa- 
tion from a business college point of view. 
Bus Sch Exec 14: 25-28 Mr 
and Fred C. Archer 
Opportunities for growth in business educa- 
tion—from a business college point of 
view. Amer Bus Ed 15: 83-88 D 
BATY, Wayne 

Business English students can write better 
letters if they anticipate reader reaction. 
Bus Ed Newsletter 6: 17-18 D 

Typewriting as a means of increasing vocab- 
ulary. University of Southern California, 
Ed.D. thesis 

What we type is important, too. J Bus Ed 
33: 245-46 Mr 
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BAUER, David G. 

Problems of the beginning teacher of basic 

business. Bus Ed Forum 13: 26 O 
BEALS, Robert C. 

Business education problems in Hamshire, 
Illinois, high school. Northern [Illinois 
University, M.S. thesis "57; N Bus Ed Q 
27: 11-12 O 

BEAUMONT, John A. 

Changing concepts of the scope and function 
of distributive education. Bus Ed Forum 
12: 9-11 Ap 

Comments regarding distributive education. 
Bus Ed Observer 29: 17, 21 F 

—— Gilbert Kahn, and Estelle Popham 

Economic education through the vocational 

ns courses. Amer Bus Ed Y 15: 224- 
BECKETT, Alvin C. 

Developing the “whys” and “hows” of office 
procedures. N Bus Ed Q 27: 43-46 D 

See also Bell, Mary L. 

BELL, Mary L. 
as jyping. 3rd ed. South-Western. 96 p 


and Alvin C. Beckett 

Integrating clerical skills, knowledges, and 
attitudes in classroom activities. Bus Ed 

Forum 12: 21-23 F 

and Russell Sicklebower 

Students learn about standards through office 
visits. Bus Ed Forum 12: 28-29 Ap 

BENDER, Robert F. 

Basic business education in the secondary 
school. An evaluation of educators’ beliefs 
and a statement of concepts. University of 
Denver, Ed.D. thesis ’57; J Bus Ed 34: 38 
O; N Bus Ed Q 27: 12 O 

BENDIXEN, Ethel T. and Helen S. Ricksen 

— typing, 2nd ed. South-Western. 


BENGE, Eugene J. 
20 ery a appraising your office. Office 


BENT, Rudyard K. 
Economic education in secondary schools. 
Amer Bus Ed Y 15: 61-69 
BERNS, Sylvia A. 
How short can a shorthand course be? Bus 
Ed World 39: 28-29 O 
Typical business-school day student: the ma- 
ture woman. Bus Ed World 38: 20-21 Mr 
BEZANSON, Warren B. 
A timetable for report writing. ABWA Bul- 
22: 22-23 My 
BIBB, Margaret 
The —— secretary. Cath Bus Ed R 9: 
Pp 


BIBLIOGRAPHY 

Book review notes. See issues Bus Sch Exec 

The book shelf. See issues J Bus Ed 

Books and articles worth reading. Charles A. 
Shaw. See issues ABWA Bul 

Books and pamphlets. See issues Office Mgt 

Books you want to know about. Sister Marie 
Frances. See issues Cath Bus Ed R 

Business education index—1957. Louis C. 
Nanassy, ed. Delta Pi Epsilon. Gregg. 62 p 

Current reading. Robert D. Hay. See issues 
ABWA Bul 
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BIBLIOGRAPHY (continued) 

The fabulous world of facts. Margaret Nor- 
ton. Today’s Sec 61: 28, 62 O 

Government publications of particular in- 
terest to business writers. ABWA Bul 22: 
24-25 M 

Literature worth reading. See issues Coll N 
& 


The reference shelf. See issues VBE Bul 

Review of new literature. See issues Bal 
Sheet 

Secretarial book shelf. See issues Today’s Sec 

Worthy of reference. Doris M. Graff. See 
issues Office Exec 

BIENVENU, Harold J. 

Economic education in elementary schools. 

Amer Bus Ed Y 15: 93-104 
BIGLER, George S. 

Here’s your “change” 

World 38: 29 Ja 
BIKKIE, James A. 

The service shopping report. University of 

Minnesota, M.A. thesis °57 
BINFORD, Harold E. 

The managerial problems encountered in the 
operation of small retail establishments in 
western Colorado. Indiana University, Ed. 
D. thesis °57; N Bus Ed Q 27: 12-13 O; 
J Bus Ed Q 34: 134 D 

BINNION, John E. 

—_—— bookkeeping. Bus Ed Forum 13: 
4, 

BLAKE, Matthew F. 

Current trends in fringe benefits. J Accy 106: 
33-40 S 

BLANCHARD, Carroll H. 

A comprehensive listing and classification of 
free and inexpensive bulletin board aids, 
free-loan films, filmstrips, recordings, 
transcriptions and scripts available to the 
business teacher. Boston University, Ed.M. 
thesis °57 

BLANCHARD, Carroll H., Jr. 
Look for projects in your own backyard. 
Bus Ed World 38: 23 Mr 
BLANCHARD, Clyde I. 
See Gregg, John Robert 
BLANFORD, James T 
See Douglas, Lloyd V. 
BLANFORD, Mary E. 

Teaching office machines in the clerical 

practice class. Bus Ed Forum 12: 31-32 


in retailing. Bus Ed 


Mr 
BLAVAT, Herbert 
An experimental study to determine if 
typewriting can be used as a means of 
increasing vocabulary and -comprehension. 
University of Southern California, M.S. 
thesis °57 
BLISS, Dorothy D. 
Audio-visual aids and their adaptability. 
Fresno State College, M.A. thesis °57 
BLOUGH, Carman G. 
Accounting and auditing problems. See issues 
Accy 
BOECK, Robert W. 
Bookkeeping can challenge the superior stu- 
dent. Bus Ed Forum 12: 30, 32 Mr 
BOERGER, Roger 
An evaluation of a questionnaire for com- 
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BOERGER, Roger (continued) 
munity surveys. University of Minnesota, 
M.A. thesis *57 

BOGGS, Lohnie J. and Willadene R. Gorrell 

Motivation—a two-way street. Ohio Bus 
Tchr 6-7 Ap 

BOLING, Clem 

If you have good teachers, you will have 
good schools. Bus Sch Exec 14: 56-59 Je 

This can be said for private business schools. 
Bus Sch Exec 14: 85-87 S 

BOLLES, Edgar W. 

Good business writing makes good sense. 

ABWA Bul 22: 5-15 Ja 
BONAMICI, Daniel R. 

The beginning teacher. Bus Ed Observer 29: 

32-33 M 
BONNER, William H. 

Building better bookkeepers through integra- 
tion with shorthand. Bus Ed Forum 13: 
19-20, 28 D 

BOOKKEEPING 

Accounting for payroll deductions. J. F. 
Sherwood and John A. Pendery. South- 
Western. 16 p $.20 

An analysis of literature on high school ele- 
mentary bookkeeping, 1950-1956. Cathe- 
rine T. Tamura. University of Wisconsin, 
M.S. thesis "57; N Bus Ed Q 27: 74 0 

An analysis of the prognostic value of high 
school bookkeeping to college accounting. 
Jack E. Theige. Fresno State College, 
M.A. thesis "57; N Bus Ed Q 27: 740 

Ask the experts. J Marshall Hanna. See is- 
sues Today’s Sec 

Attending to the previous day’s bookkeeping 
assignment. I. David Satlow. Bal Sheet 40: 
9-10, 13 S 

Basic principles to the teaching of bookkeep- 
- I. David Satlow. J Bus Ed 34: 67-68 


Bookkeeping achievement as related to in- 
structional methodology. Thomas B. 
Maier. Temple nae Ed.D. thesis 
57; N Bus Ed Q 27: 510 

Bookkeeping and accounting simplified, adv. 
course. M. Herbert Freeman, J Marshall 
on and Gilbert Kahn. Gregg. 416 p 


Bookkeeping and accounting simplified, first- 
year course, 2nd ed. M. Herbert Freeman, 
J Marshall Hanna, and Gilbert Kahn. 
Gregg. 512 p $3.56 

Bookkeeping—asset or liability! Glenn E. 
Hill. Bus Educ 1: 26 Fall 

Bookkeeping can challenge the superior stu- 
dent. Robert W. Boeck. Bus Ed Forum 
12: 30, 32 Mr 

Bookkeeping principles. Pitmanite 4: 5 N 

Bookkeeping principles. Vachel E. Breiden- 
baugh, Angeline G. Lins, and Fayette H. 
Elwell. Pitman. 290 p $3.40 

Bookkeeping tests. See issues Bus Tchr 

Building better bookkeepers through integra- 
tion with business arithmetic. Kenton E. 
Ross. Bus Ed Forum 13: 7-9, 30 D 

Building better bookkeepers through integra- 
tion with business law. Joan E. Havard, 
Marie Oesterling, and Olive N. Arctander. 
Bus Ed Forum 13: 15-17 D 








BOOKKEEPING (continued) 

Building better bookkeepers through integra- 
tion with distributive education. Sharon L. 
Seeliger. Bus Ed Forum 13: 13-14 D 

Building better bookkeepers through integra- 
tion with economic concepts. George A. 
Chambers. Bus Ed Forum 13: 10-11 D 

Building better bookkeepers through integra- 
tion with general business. Robert Gryder. 
Bus Ed Forum 13: 17-19 D 

Building better bookkeepers through integra- 
tion with office practice. Dean Clayton. 
Bus Ed Forum 13: 5-6 D 

Building better bookkeepers through integra- 
tion with shorthand. William H. Bonner. 
Bus Ed Forum 13: 19-20, 28 D 

Building better bookkeepers through integra- 
tion with typewriting. Robert E. Keller. 
Bus Ed Forum 13: 12-13 D 

Crossword puzzles for the classroom. James 
S. Peterson. J Bus Ed 34: 50 O 

Current thought on the teaching of book- 
~ yo I. David Satlow. J Bus Ed 34: 31- 


Debits and credits at the blackboard. William 
L. Winnett. N Bus Ed Q 27: 24-31 D 

The development and evaluation of practical 
discussion problems to be used in teaching 
of beginning bookkeeping. Harold Kaed- 
ing. Iowa State Teachers College, M.A. 
thesis "57; N Bus Ed Q 27: 41 O 

Dictionary of bookkeeping and accounting 
terminology. South-Western. 31 p $.10 °57 

Digest of readings in business education. J. 
a 3 Herring. Ball State C J 30: 12-13, 


The duties of bookkeeping machine opera- 
tors. Nicholas J. Cornelia. J Bus Ed 33: 
194-95 F 

Economic education through the vocational 
business courses. John A. Beaumont. Gil- 
bert Kahn, and Estelle Popham. Amer Bus 
Ed Y 15: 224-37 

Elvis Presley helped my —— class. 
A. I. Price. Amer Bus Ed 15: 121-22 D 

Evaluation of machine-posting training. 
yg J. Cornelia. J Bus Ed 33: 247- 


The extent to which bookkeeping preparation 
is mecessary and desirable for beginning 
office jobs in the Madison (Wisconsin) 
area. Robert A. Ristau. University of 
Wisconsin, M.S. thesis "57; N Bus Ed Q 
27: 61 O 

49 ways to save time in the bookkeeping 
class. I. David Satlow. Bus Tchr 35: 14 
Ap; 10 My-Je 

High school bookkeeping and the slow 
learner. Bernice E. Meng. San Jose State 
College, M.A. thesis °57 

How to use the bookkeeping textbook as a 
reference book. W. J. Wagoner. Bus Ed 
Forum 13: 24 N 

Instructional materials in bookkceping— 
1957. Lewis Rs Boynton. Ball State C J 
29: 6-8, 16 vf 

Integrating bookkeeping. John R. Binnion. 
Bus Ed Forum 13: D 

ay oe the accounts. J Bus Ed 33: 294-95 

Pp 
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BOOKKEEPING (continued) 


Kingpin of bookkeeping—the teacher. Verner 
F. Williams. Bus Ed Newsletter 6: 10-16 
O 


Learning units in bookkeeping. Arvie A. 
Rosenberg. University of Minnesota, M.A. 
thesis °57 

Let’s demathematize bookkeeping! I. David 
Satlow. Am Voc J 33: 25-26 Ap; H Points 
40: 26-30 My 

Miss Amanda, an accounting teacher. Gar- 
land C. Dupree. Bal Sheet 40: 59, 96 O 

Must we do another exercise today? Robert 
Swanson. Bus Ed Forum 13: 21, 25 O 

The natural approach. Pitmanite. 4: 4 Mr 

New developments in bookkeeping. John M. 
Aichele. Am Voc J 33: 18, 23 N 

The objectives of machine-bookkeeping 
training. Nicholas J. Cornelia. J Bus Ed 
33: 153-54 Ja 

An office procedure method of working 
bookkeeping practice sets. _ Mary 
Xavier. Bal Sheet 39: 212-14 J 

The $100 approach to nociieniin, Ruby 
Lee Nelson. Bus Tchr 36: 13 D-Ja 

The practice set. Shoichi Honda. Bus Ed 
Newsletter 5: 6-8 F 

The predictive value of selected factors for 
success in  first-semester bookkeeping. 
Donald M. Linn. San Francisco State Col- 
lege, M.A. thesis "57; N Bus Ed Q 27: 
48-49 O 

Problems of teachers of bookkeeping. Amer 
Bus Ed 14: 144-46 Mr 

Profile of the successful bookkeeping teacher. 
-. _ Satlow. Amer Bus Ed 15: 25-27, 


Providing for the fast learner in bookkeep- 
ing. M. Herbert Freeman. Amer Bus Ed 
14: 202-8 My 

Reaching your bookkeeping students. I. 
David Satlow. J Bus Ed 34: 127-28 D 

Relate bookkeeping to class activities. Calvin 
Kennedy. Bus Ed World 38: 22 Mr 

Reversing entries made easy. Bill G. Rainey. 
Amer Bus Ed 15: 62-63 O 

A review of the history of income taxes in 
the United States and recommendations 
for the teaching of income taxes in the 
secondary schools. Helen Lorandos. Uni- 
versity of Mae ye M.S. thesis °57; N 
Bus Ed Q 27: 49 O 

Selected aids for bookkeeping. Robert Briggs. 
Bus Ed Forum 12: 32 Ja 

Speed standards in bookkeeping. Lewis D. 
Boynton. Bal Sheet 40: 160-61 D 

A statistical study of the relationship between 
bookkeeping marks and four predictive 
factors. Beatrice V. Phelps. University of 
Southern eye M.S. thesis °57; N 
Bus Ed Q 27: 80 

Student A Rudy and abilities correlated 
with achievement in first semester high 
school bookkeeping. Peter Petro. Iowa 
State Teachers College, M.A. thesis °57; 
N Bus Ed Q 27: 57-58 O 

Student treasurers apply bookkeeping prin- 
ciples. Stella Rogers. Bal Sheet 39: 340-42 


Ap 
A study to determine the xeed and content 
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BOOKKEEPING (continued) 
of a course in personal record keepin ing. 
Marion L. Boss. Bus Ed Newsletter 
10-11 D 

A survey of bookkeeping and/or accounting 
in the major seminaries of the United 
States, Leonard J. Moran. Catholic Uni- 
versity of America, M.A. thesis °57 

Teach bookkeeping in terms of daily living. 
boy any Musselman. Bus Ed World 38: 

Pp 

The teacher’s role in student understanding 
of the closing entries. Lowell J. Schroeder. 
Bus Ed Forum 12: 23-24 Ap 

Teaching students of widely varying abilities 
in bookkeeping. Betty S. Mintz. Bus Ed 
Forum 12: 27, 34 My 

Teaching the Sondemoatel elements of book- 
keeping—how to teach journalizing. M. 
Herbert Freeman. Bus Ed World 39: 31, 
34-35 N 

Teaching the fundamental elements of book- 
keeping—how to teach posting. Gilbert 
Kahn. Bus Ed World 39: 27-30 D 

Teaching the fundamental elements of book- 
keeping—how to teach the first units in 
bookkeeping. J Marshall Hanna. Bus Ed 
World 39: 15-17, 35 O 

A timetable for teaching the income tax 
unit. Lloyd L. Garrison and Calvin Ken- 
nedy. J Bus Ed 34: 23-25 O 

20th century bookkeeping and accounting, 
21st ed., advanced course. Paul A. Carl- 
son, Hamden L. Forkner, and Lewis D. 
Boynton. South-Western. 487 p $3.64 

“Upgrading” bookkeeping at Highline high 
—s _——— Whitlock. Bus Ed Forum 
1 

The value of selected school records in the 
prediction of success in bookkeeping I. 
Donald M. Linn. San Francisco State 
College, M.A. thesis °57 

Why the high mortality rate in bookkeeping? 
7h G. Rainey. Bus Ed World 39: 29, 

Your function in the teaching of bookkeep- 
ing. } L. Walters. Bal Sheet 39: 354-55, 
357 Ap 

BOOTH, Betty 

New standards for beginning typewriting. 

Bal Sheet 40: 52-54 O 
BOSS, Marion L. 

A study to determine the need and content 
of a course in personal record keeping. 
Bus Ed Newsletter 6: 10-11 D 

BOVARD, Grace 

Informing the community. Amer Bus Ed 14: 

183-84 Mr 
BOYNTON, Lewis D. 

Instructional materials in bookkeeping— 
1957. Ball State C J 29: 6-8, 16 My 

Speed standards in bookkeeping. Bal Sheet 
40: 160-61 D 

See also Carlson, Paul A. 

BOYNTON, Paul M. 

Business education at the crossroads. Amer 
Bus Ed 14: 132 Mr 

I care what people say that ain’t so! Bal 
Sheet 39: 243 F 
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BRADSHAW, Olen Gene 
An annotated co ie of motivating de- 
vices to be u in the teaching of high 
school secretarial practice. Northeast Mis- 
—- State Teachers College, M.A. thesis 


BRADY, Mary Margaret 
A proposed training program for operators 
of key drive calculators based on an analy- 
sis of work activities. New York Univer- 
Te Ed.D. thesis °57; N Bus Ed Q 27: 


Report rus office survey on uses and standards 
or the key-driven calculator. Bus Ed 
Forum 13: 29-30 D 
See also Agnew, Peter L. 
BRECKER, Raymond F. 

See Archer, Fred C. 

BREIDENBAUGH, Vachel E., Angeline G. Lins, 
and Fayette H. Elw 

Bookkeeping principles. Pitman. 290 p $3.40 

BRENDEL, Leroy A. 
How spelling is taught. Bus Tchr 36: 26 N 
BRENNAN, Lawrence D. 

Carbon copy to the class. ABWA Bul 23: 

Widening horizons of business writing. J 
Bus Ed 34: 37 O 

Widening horizons of business writing—writ- 
ing down the million-dollar sales person- 
ality. J Bus Ed 34: 133 D 

BRIGGS, Robert 

Selected aids for bookkeeping. Bus Ed 

Forum 12: 32 Ja 
BROCK, Luther A 

A second look at good-will letters. ABWA 

Bul 22: 14-15 Mr 
BROCK, Patricia E. 

Turnover of business education teachers in 
the public high schools of Ohio during the 
five-year period of 1951-55. Ohio State 
University, M.A. thesis "57; N Bus Ed Q 
27: 14 0 

BROOKNER, Lester I., 
thony R. Lanza 

Education for business in Turkey. Bal Sheet 
39: 244-47 F 


BROTHER J. Alfred 
Where are we going? Cath Bus Ed R 10: 
41-44 N 
a Alan 
A study of frequency and adaptability of 
selected educational practices in certain 
phases of business education in the fully 
and minor accredited high schools in 
North Dakota. University of North Da- 
kota, M.S. thesis 57 
BROWN, Eleanor B. 
Relationship of practices in business educa- 
tion to established objectives. Pennsylvania 
eg! A eee Ed.D. thesis; J Bus Ed 


BROWN, Leland 


Elements of communication. ABWA Bul 22: 
6-13 Mr 


BROWN, Leon J. 
The nature of research in shorthand and 
typewriting, 1953-56. oar of South- 


Donald J. Tate, and An- 


ern California, M.S. 
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BRUEWER, Josephine 
CPS—amateur turns professional. Ohio Bus 
Tchr 18: 35-37, 55 Ap 
BUCKNER, Leroy 
——— in a small town! Am Voc J 33: 
BUDISH, Bernard E. 
Office labor unionism in the United States. 
J Bus Ed 33: 262 Mr 
BUERGLER, Sister Mona Marie 
The status of business education in the sec- 
ondary schools conducted by the St. Louis 
province of the sisters of Joseph of Caron- 
delet, 1956-1957. Catholic University of 
America, M.A. thesis ’57 
BURRAS, Darrell V. 
Business teachers’ first year of experiences— 
~~ case studies. N Bus Ed Q 27: 14- 


BUSINESS and business education 

Business demands broad understanding. Her- 
bert A. Tonne. J Bus Ed 33: 280-81 Ap 

Business skills and dynamic knowledge. Bur- 
ton E. Hotvedt. Cath Bus Ed R 10: 23- 
26 N 

Cooperation of business and education. Jay 
W. Miller. Bus Sch Exec 14: 8-11 Mr 

Economic education through school-commu 
nity cooperation. Theodore Woodward. 
Amer Bus Ed Y 15: 185-98 

Everybody likes b-e day. Mabelle McGuire. 
Bus Ed World 38: 19 Ja 

How to work more effectively with the busi- 
ness community. Beth Coghlan. Bus Ed 
Forum 12: 33 Mr 

NOMA day at the office. Ruth Pace. Bus Ed 
World 39: 28 S 

New addition to the business curriculum. 
Helen L. Warren. J Bus Ed 33: 151-52 Ja 

Schools and industry can work together. E. 
A. Rule. Am Voc J 33: 14-15, 22 D 

Students-in-industry program. William White- 
house. Amer Bus Ed 15: 93-95 D 

A survey of business organizations in Chi- 
cago Heights and their availability for 
excursions by high school business classes. 
Joseph D. Saviano. Northern Illinois Uni- 
— M.S. thesis °57; N Bus Ed Q 27: 








Teacher-industry day: a once-a-year partner- 
ship. Floyd A. Denicola. Bus Ed World 
38: 18-19 My 

This manufacturer trains business students. 
_— R. Hazard. Bus Ed World 38: 11-13 
e 

BUSINESS correspondence 

Are you getting your words’ worth? Erwin 
M. Keithley. Office Exec 33:. 12-13, 17 Je 

The art of letter writing. Jacquelyn Wentzell. 
spat Sec 60: 20-21, 49 Mr; 24-26, 55 
e 


The art of saying “no.” Jacquelyn Wentzell. 
Today’s Sec 61: 18-19 N 

Brevity, simplicity, clarity—the three guides 
to effective communication. Raymond 
Dreyfack. Office Mgt 19: 30-31, 84 N 

Business communication and collegiate edu- 
cation for business administration. Thomas 
L. Norton. ABWA Bul 22: 4-6 F 

Business English students can write better 
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BUSINESS correspondence (continued) 
letters if they anticipate reader reaction. 
_ Baty. Bus Ed Newsletter 6: 17-18 


Business writing courses in transition. J. 
Harold Janis. ABWA Bul 22: 5-12 Ap 

Carbon copy to the class. Lawrence D. Bren- 
nan. ABWA Bul 23: 12-13 N 

The case of a letter. Joan Sivinski. Today’s 
Sec 61: 14-15, 39 D 

Communications handbook for secretaries— 
a guide to effective writing and speaking. 
A. Sloan Mayo. Gregg. 576 p $5.25 

A complaint adjustment problem for your 
classes. ABWA Bul 23: 14-15 N 

Education for letter writing. Robert L. Shur- 
ter. ABWA Bul 22: 7-11 F 

Education for writing reports. Thomas Far- 
rell, Jr. ABWA Bul 22: 12-16 F 

Effective communication. William C. Gless- 
ner. Office Exec 33: 25 My 

Effective communication in business, 4th ed. 
_ R. Aurner. South-Western. 646 p 

Electronic data processing, business educa- 
tion, and business writing. Leon R. Hay. 
ABWA Bul 22: 16-17 Mr 

Elements of communication. Leland Brown. 
ABWA Bul 22: 6-13:Mr 

The envelope riddle. Barbara Habley. To- 
day’s Sec 61: 24-26 § 

Expediting and improving your correspond- 
ence. Ray W. Arensman. ABWA Bul 23: 
16-17 N 

Fiction—an aid in teaching business writing. 
E. Glenn Griffin. ABWA Bul 22: 37-44 F 

A first assignment for your letter writers. 
_— M. Robinson. ABWA Bul 22: 6-8 


y 

Follow-up training in business 
ABWA Bul 22: 18-19 Mr 

Functional business letter English. Vernal H. 
Carmichael. Ball State C J 29: 4-5, 17 My 

Good business writing makes good sense. 
Edgar W. Bolles. ABWA Bul 22: 5-15 Ja 

Government publications of particular inter- 
est to business writers. ABWA Bul 22: 
24-25 My 

Grammar as an aid to clarity in business 
writing. C. I. Keelan. Office 47: 82-92 F 

Here’s your check list for better business 
letters. Norman F. Kallaus. Office Mgt 
19: 34-35, 70 Ag; 31-32, 80S 

How to make your reports clear, concise and’ 
effective. Maryland Manger. Office Mgt 
19: 64-66 My 

How to prepare a business report. Peggy 
Rollason. Today’s Sec 61: 12, 54 N 

Internal communications within a big organ- 
ca. K. Y. Siddall. ABWA Bul 23: 14- 

Is the business letter obsolete? Kermit Rol- 
land. ABWA Bul 22: 17-21 F 

Letters—the ambassadors of good will. 
James F. Kiely. Office Exec 33: 18-19 N 

A new approach to the punctuation of dic- 
tated messages. Charles A. Shaw. ABWA 
Bul 23: 7-11 N 

Putting good will into your mailbox. William 
G. Werner. ABWA Bul 23: 5-11 O 


writing. 
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BUSINESS correspondence (continued) 

A second look at good-will letters. Luther A. 
Brock. ABWA Bul 22: 14-15 Mr 

The secretary writes. Lucy Graves Mayo. 
Today’s Sec 61: 24-25, 34 O 

The short sentence—vice or vice versa? 
9 C. Dobbins. ABWA Bul 22: 22-23 
a 


Something of value. Richard C. Gerfen. 
ABWA Bul 22: 31-36 F 

A study of selected inservice training pro- 
grams in business correspondence. Edna 
West. University of Southern California, 
Ed.D. thesis "57; N Bus Ed Q 27: 78-79 O 

The thinking behind the writing. Gunnar 
Larson. ABWA Bul 23: 5-8 D 

A timetable for report writing. Warren B. 
Bezanson. ABWA Bul 22: 22-23 My 

Tips on writing the letter of application. 
Bus Ed Forum 12: 41 Ap 

The true and palpable function of the writing 
teacher. Thomas G. Hambrick. ABWA 
Bul 22: 11-13 My 

Widening horizons of business writing. 
Lawrence D. Brennan. J Bus Ed 34: 37 O 

Widening horizons of business writing— 
writing down the million-dollar sales per- 
sonality. Lawrence D. Brennan. J Bus Ed 
34: 133 D 

Write a letter miss secretary. Sister M. 
Therese. Cath Bus Ed R 9: 51-56 F 

BUSINESS education 

Agricultural education, business education, 
or agri-business? S. S. Sutherland. Am 
Voc J 33: 9-10 N 

America’s business is everybody’s business. 
fone Scott Daughtrey. J Bus Ed 34: 75- 

American education. H. O. Balls. Bal Sheet 
40: 510 

An analysis of supplementary materials for 
teaching business education subjects in 
secondary schools. Marjorie S. Watson. 
University of Texas. M.Ed. thesis ’57 

An analysis of the gifted child related to 
business education. Gertrude J. Morton. 
University of Southern California, M.S. 
thesis °57 

Brief notes about business and economic ed- 
ucation. Dean R. Malsbary. See issues 
Amer Bus Ed 

Business (crossword) puzzle. Harold L. Can- 
non. Bus Ed Newsletter 5: 12-13 Ap 

Business education across the nation. Theo- 
dore Yerian. Bus Educ 1: 10-12 Fall 

Business education and public high school 
major functions. Paul S. Lomax. J Bus Ed 
34: 110-11 D 

Business education and sputnik. E. C. McGill. 
Bus Ed Newsletter 6: 3 O 

Business education at the crossroads. Paul 
M. Boynton. Amer Bus Ed 14: 132 Mr 

Business education has declined, hasn’t it? 
wa Leder. Bus Ed Observer 30: 6-7, 

Business education in a space age. Paul S. 
Lomax. J Bus Ed 33: 234-5 Mr 

Business education (in Florida) a key to 
cultural progress. Am Voc J 33: 14 My 

Business education in general education. 


BUSINESS education (continued) 

Part 2—General education responsibilities 
of business education. H. G. Enterline. 
Bal Sheet 39: 196-200 Ja 

Business education in northern Illinois public 
secondary schools, 1956-1957. Carl F. 
Nemecek. Northern [Illinois University, 
M.S. thesis °57 

Business education in the curriculum. Rich- 
ard B. Warren. MBEA News Bul 24: 2 D 

Business education (in Wyoming). Am Voc 
J 33: 11 Ja 

Business education needed. Kansas Bus Tchr 


Business education problems in Hamshire, 
Illinois, high school. Robert C. Beals. 
Northern Illinois University, M.S. thesis 
"57; N Bus Ed Q 27: 11-12 O 

Business problems have real answers. Sister 
Mary Gregoria. Cath Bus Ed R 9: 45-50 F 

Business training in electronics age. C. A. 
Swenson. Kansas Bus Tchr 12: 6-10 O 

A content analysis of four business education 
periodicals. Alden K. Edgar. Fresno State 
ae M.A. thesis "57; N Bus Ed Q 27: 


Current events and materials in business 
education. Edwin A. Swanson. Calif J Sec 
Ed 33: 344-50 O 

Did you think about business education to- 
day. Robert M. Swanson. Ball State C J 
29: 3-4, 17 F 

Direct the work of their hands. Sister M. 
Therese. Cath Bus Ed R 10: 54-60 N 

Do you know that. .. ? Mae Walker. See 
issues J Bus Ed 

Electronic data processing, business educa- 
tion, and business writing. Leon R. Hay. 
ABWA Bul 22: 16-17 Mr 

An evaluation of the business education pro- 
gram at Southwestern state college. Wil- 
liam W. Ward. J Bus Ed 33: 218 F 

The gifted child in business education. Helen 
M. Smith. Bus Ed World 39: 24-25 O 

History of business education in Sanger. 
Chester A. Duckhorn. Fresno State Col- 
lege, M.A. thesis °57; N Bus Ed Q 27: 
17-18 O 

How alive is business education? Herbert 
A. Tonne. J Bus Ed 33: 255-57 Mr 

How to read and evaluate an article. Herbert 
A. Tonne. J Bus Ed 33: 255-57 Mr 

How to teach business subjects. Bulletin 69, 
National Association for Business Teacher 
Education. Harry Huffman, ed. United 
Business Education Association, 1201 Six- 
teenth Street, N.W., Washington 6, D. C. 
64 p $1.25 

I care what people say that ain’t so! Paul M. 
Boynton. Bal Sheet 39: 243 F 

Improved research in business education. 
Dean R. Malsbary. N Bus Ed Q 26: 5-6 


Mr 

The Journal salutes Iowa for business edu- 
cation. Am Voc J 33: 12 F 

Let’s really boost business education. Glenn 
E. Fromm. Bus Ed Observer 29: 13, 29 


My 
Method in our madness. Estelle L. Popham. 
J Bus Ed 33: 146-47 Ja 








BUSINESS education (continued) 

The national defense education act and busi- 
ness education. Herbert A. Tonne. J Bus 

“Ed 34: 10-11°O a 

Opportunities for growth in business educa- 
tion from a business college point of view. 
mob T. Batdorf. Bus Sch Exec 14: 25-28 

r 
Personal growth in business education. Doris 
. Crank. Bal Sheet 40: 147 D 

A present challenge to business education. 
Howard L. Haas. Bus Ed Observer 29: 11, 
28 My 

Principles and problems of business educa- 
tion, 2nd ed. C. A. Nolan and Carlos K. 
Hayden. South-Western. 454 p $3.20 

Providing for the fast learner in various busi- 
ness classes. Earl A. Dvorak. Amer Bus 
Ed 14: 252-55 My 

Relationship of practices in business educa- 
tion to established objectives. Eleanor B. 
Brown. Pennsylvania State University, 
Ed.D. thesis; J Bus Ed 34: 90 N . 

A report on the business education offerings 
of the public high schools of DuPage 
county, Illinois. Roger B. Johnson. North- 
ern Illinois University, M.S. thesis °57; N 
Bus Ed Q 27: 38-39 O 

The role of business education in the second- 
ary schools. Harold Spears. Bus Ed Forum 
13: 37-40 N 

Sell your business department! Kathryn B. 
Clark. Bal Sheet 39: 344-47, 384 Ap 

Seventh annual problem clinic. W. C. Clark. 
Amer Bus Ed 14: 134-54, 190 Mr 

Significant challenges to business education 
and business. Elvin S. Eyster. J Bus Ed 
34: 58-59 N 

“The stamp of approval.” Arthur C. Cook. 
Systems for Ed 4: 11-12 Mr-Ap 

Status of business education—Chicago public 
schools. Edith C. Sidney. N Bus Ed Q 26: 
16-19 My 

The status of business education in selected 
Catholic secondary schools of Pennsyl- 
vania. Sister Mary Urban Fox. Catholic 
University of America, M.A. thesis °57 

Status of business education in the public 
— Virginia, 1957-58. VBE Bul 


A study of frequency and adaptability of 
selected educational practices in certain 
phases of business education in the fully 
and minor accredited high schools in 
North Dakota. Alan Brown. University of 
North Dakota, M.S. thesis °57 

Survey of business education in the second- 
ary schools of California. Paul S. Lomax. 
Calif J Sec Ed 33: 307-11 My 

A survey of the values of business training 
based upon a follow-up of business edu- 
cation graduates in the R-6 high school 
of Pierce City, Missouri, from 1951 to 
1955. Vera Zell Ezell. San Jose State Col- 
lege, M.A. thesis °57 

Teaching business subjects. Lloyd V. Doug- 
las, James T. Blanford, and Ruth I. An- 
derson. Prentice-Hall. 538 p $6.75 

Teaching business subjects by television: 
What can television do for business edu- 


Business Education Index 


BUSINESS education (continued) 


cation? Fred S. Cook. Bus Ed World 38: 
13-14, 37 Mr; How to run a TV typing 
course. 22-23, 39 Ap; How do TV teachers 
react to the medium? Fred S. Cook and 
Robert E. Hampton. 30-33 My 

The teaching of skills. Maxine Oberholtzer. 
Ball State C J 29: 13-15 My 

Ten tips for the gifted student. Madeline 
Strony. Bus Tchr 35: 16 Mr 

We, too, build satellites. Dorothy L. Travis. 
Bal Sheet 39: 387 My 

What horns—whose dilemma? John N. 
Given. J Bus Ed 33: 190-91 F 

What is business education? or Dr. Salguod’s 
lecture to the neophyte. Ronald Johnson. 
Bus Ed World 38: 25, 31 Je 

Why progress depends on business educa- 
tion. George W. Crane. Amer Bus Ed 14: 
155-56 Mr 


BUSINESS English 


Ask the experts. E. Lillian Hutchinson. See 
issues Today’s Sec 

Communications handbook for secretaries— 
a guide to effective writing and speaking 
A. Sloan Mayo. Gregg. 576 p $5.25 

Correlation is practicable. Doris Martin and 
Helen Ragan. Bus Ed Observer. 29: 15-16 


y 
Effective communication in business, 4th ed. 
_ R. Aurner. South-Western. 646 p 


6 

English for business, 3rd ed. Charles G. 
Parkhurst. Prentice-Hall. 440 p $3.72 

Factors affecting competence in freshman 
composition. Caroline Currie. ABWA Bul 
22: 27-30 F 

Functional business letter English. Vernal H. 
Carmichael. Ball State C J 29: 4-5, 17 My 

Grammar as an aid to clarity in business 
writing. C. I. Keelan. Office 47: 82-92 F 

How to prepare material for the printer. 
Peggy Norton Rollason. Today’s Sec 61: 


22, 

Let’s all teach English. Claude D. Love. Bus 
Ed World 39: 15 § 

Let’s vitalize business English. Ellen Butler. 
Bal Sheet 40: 153, 158 D 

Look boss, I'm making a speech. Marilyn 
French. Today’s Sec 61: 27-28, 54 § 

Our language problem. Marion M. Lamb. 
Bal Sheet 40: 109-11 N 

Our special English class meets needs of our 
secretarial students. Frances Weed and 
Dorothy Munger. Bus Tchr 36: 26 D-Ja 

Providing for the fast learner in business 
communication. Frank W. Lanham. Amer 
Bus Ed 14: 214-16, 267 My 

Punctuation simplified. Sybil 
Amer Bus Ed 14: 181-83 Mr 

The relationship of certain selected factors 
to achievement in freshman composition. 
Caroline Currie. Northwestern University, 
Ph.D. thesis °57 

The secretary writes. Lucy Graves Mayo. 
Today’s Sec 61: 24-25, 34 O 

Teaching business English. Jennie C. Savig- 
nano. J Bus Ed 33: 212-13 F 

Transcription English. Lillian G. Peairs. Bal 
Sheet 39: 343, 384 Ap 


Huckabay. 
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BUSINESS English (continued) 
Word division manual. J. E. Silverthorn. 
South-Western. 109 p $1.52 
BUSINESS law 
Ask the experts. R. Robert Rosenberg. See 
issues Today’s Sec 
Beware of spurious preciseness in teaching 
pena law. Edward A. Smith. Bus Tchr 


Building better bookkeepers through integra- 
tion with business law. Joan E. Havard, 
Marie Oesterling, and Olive N. Arctander. 
Bus Ed Forum 13: 15-17 D 

Business law poster-playlet. Irving Rosen- 
blum. See issues Bus Ed World 

Contributions of business law to general edu- 
cation and the development of course ma- 
terials for use at a state college. Alvin 
Peter Pierson. Stanford University, Ed.D. 
thesis °57. 

Developing the “competency of parties” con- 
cept. I. David Satlow. Bus Ed World 39: 
32-33, 37 N 

How to handle routine business law prob- 
lems. Peggy Norton Rollason. Today’s Sec 
60: 11, 54 My 

A law forum assembly. J. G. Pritchard. Bal 
Sheet 39: 223 Ja 

Owning your own home. I. David Satlow. 
J Bus Ed 33: 161-63 Ja 

Providing for the fast learner in business law. 
Walter R. McConnell. Amer Bus Ed 14: 
217-20 My 

A study to determine the type and effective- 
ness of motivational devices in high school 
business law courses. Ralph Fiala. 
Northern Illinois University, M.S. thesis 
°57; N Bus Ed Q 27: 23 O 

The survey course in business law? Hendrik 
Zwarensteyn. Coll N & V 12: 5-7 O 

What’s the answer? Edward A. Smith. Bus 
Tchr 35: 8 Mr 

BUSINESS organization and management 

Administrative systems analysis. Irene Place. 
University of Michigan, ‘57 | 

Business administration for ministers of the 
church of God. Harold F. Linamen. J 
Bus Ed 33: 175 Ja a 

Business principles, organization, and man- 
agement. Herbert A. Tonne, Sidney I. Si- 
ae. and Esby C. McGill. Gregg. 512 p 


Current status of the federal debt. Martin T. 
Farris. J Bus Ed 34: 79-81 N 

Current trends in fringe benefits. Matthew 
F, Blake. J Accy 106: 33-40 S 

Determination of what instruction should be 
included in a management course at the 
United States Air Force academy. Herman 
Louis Gilster. University of Denver, 
M.B.A. thesis °57 

The discount house. Rudolph Skul, Jr. and 
Jerome Rooke. Northern Illinois Univer- 
sity, M.S. thesis °57 

How much — Herbert A. Tonne. J Bus 
Ed 33: 239 Mr 

An investigation of the United States armed 
forces real estate activities in the far east, 
1951-1956. William M. Lockwood. Uni- 
versity of Denver, M.B.A. thesis ’57 
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BUSINESS organization and management 

(continued) 

Junior business management. John Calce- 
rano. Bus Ed Observer 29: 12, 29 My 

A look at industrial management education. 
John C. Scheib, Jr. Coll N & V 12: 9-11 O 

The managerial problems encountered in the 
operation of small retail establishments in 
western Colorado. Harold E. Binford. In- 
diana University, Ed.D. thesis °57; N Bus 
Ed Q 27: 12-13 O; J Bus Ed 34: 134 D 

Mathematics of finance. The committee. Pit- 
man. 310 p $4 

Office labor unionism in the United States. 
Bernard E. Budish. J Bus Ed 33: 262 Mr 

The possibilities of a shoe factory locating 
or re-locating in the Emporia, Kansas, 


area. George E. Crawford. Kansas State 
ee liege, Emporia, M.S. thesis 


Problems of teachers of college introduction 
to business. Amer Bus Ed 14: 147-48 Mr 
Stock ownership and business teachers. John 
F. Lotz. J Bus Ed 33: 159-60 Ja 
Student opinions about introduction to busi- 
ness. Lowell Chapman. Coll N & V I11: 
11-13 My 
A study establishing the need for the office 
of school business manager for school 
district #100, DuPage county, Illinois. 
Norman E. West. Northern Illinois Uni- 
versity, M.S. thesis °57 
BUSINESS schools 
Are you driving a “model T”? Edith T. 
Hughes. Bus Sch Exec 14: 13-14 Mr 
Economic education in private business 
schools. Harry F. Sewell. Amer Bus Ed 
Y 15: 105-12 
Human relations in private business schools. 
a A. Pendery. Amer Bus Ed 15: 34- 
If you have good teachers, you will have 
good schools. Clem Boling. Bus Sch Exec 
14: 56-59 Je 
Making records work at Burdett college. 
Charles L. Sewall. Bus Sch Exec 14: 18- 
24 Mr . 
Opportunities for growth in business educa- 
tion from a business college point of view. 
L T. Batdorf. Bus Sch Exec 14: 25-28 


r 

Opportunities for growth in business educa- 
tion—from a_ business college point of 
view. W. T. Batdorf and Fred C. Archer. 
Amer Bus Ed 15: 83-88 D 

Private enterprise in education. Theodore R. 
McKeldin. Bus Sch Exec 14: 67-69 S 

Problems in private business schools. Amer 
Bus Ed 14: 150-51 Mr 

Providing for the fast learner in the inde- 
pendent business college. R. Frank Har- 
wood. Amer Bus Ed 14: 264-66 My 

Public relations in private business schools. | 
~. —_— Amer Bus Ed 15: 104- 


= on typing in business colleges. Bus 
chr 36: 6 N 
Revised ethical standards of the national 


association and council of business schools. 
Bus Sch Exec 14: 37-39 Je 
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BUSINESS schools (continued) 
This can be said for private business schools. 
Clem Boling. Bus Sch Exec 14: 85-87 S 
Typical business-school day student: the ma- 
ture woman. Sylvia A. Berns. Bus Ed 
World 38: 20-21 Mr 
BUTLER, Ellen 
Let’s not sell our students short. Bus Ed 
World 39: 4 D 
Let’s vitalize business English. Bal Sheet 40: 
153, 158 D 


Cc 


CADWALLADER, Laura H. and S. Ada Rice 

Principles of indexing and filing, 4th ed. 
Rowe. 160 p $1.72 

CAIN, Marietta 

Can we successfully teach uncovered key- 

boards? Typ News 28: 8 
CALCERANO, John 

Junior business management. Bus Ed Ob- 

server 29: 12, 29 My 
CALDER, William C. 

Effective utilization of clerical services in 
selected = senior high schools. Uni- 
versity of Washington, M.Ed. thesis °57 

See also Roberts, Margaret S. 

CALDWELL, Oliver I. 

Education for world leadership. Delta Pi 

Epsilon J 2: 7-16 O 
CALHOUN, Everett S. 

What’s coming in office automation? Office 

Exec 33: 48-50 Ja 
CAMBIER, Dennis W. 

Building self-confidence—a __ typewriting 
teacher’s responsibility. Bal Sheet 39: 292- 
3, 336 Mr 

CAMERON, Robert M. 

Job opportunities in department stores. Bal 

Sheet 40: 182 D 
CANALES, Englantina 

A follow-up study of the 1950-1955 gradu- 
ates of Benavides high school. University 
of Texas, M.B.A. thesis °57 

CANN, Robert L. 
A business club with NOMA affiliation. J 
Bus Ed 34: 85-86 N 
CANNON, Arthur M. and Lauren Walker 
Current reading. See issues J Accy 
CANNON, Harold L 

Business (crossword) puzzle. Bus Ed News- 

letter 5: 12-13 Ap 
CANTY, John M. 
We’ - - a teacher’s market. Bal Sheet 40: 


9 
CAPLAN, Samuel W. 
See Ovsiew, Leon 
CARLSON, Paul A., Hamden L. —— and 
Lewis D. Boynton 
20th century bookkeeping and accounting, 
21st ed., advanced course. South-Western. 
487 p $3. 64 
CARMICHAEL, Vernal H. 
Functional business letter English. Ball State 
C J 29: 4-5, 17 My 
CARPENTER, Leonard L. 
A. balanced curriculum—what part should 
roy education play? Bus Educ 1: 13- 
a 


Business Education Index 


CARR, Edwin R. 
Economic education as a part of the core 
curriculum. Amer Bus Ed Y 15: 135-49 
CARTER, Theodore H., Grant C. Angell, and 
Glenn E. Hill 
Briefhand dictionary. Allied. 64 p $1.45 
CARTER, Theodore H., M. Herbert Freeman, E. C. 
McGill, and Theodore Yerian 
Carter —— complete course. Allied. 
295 p $3.7 
Student’s ~ for Carter briefhand. 
Allied. 31 p $1 
CARVER, Cecil C. 
Se the power formula. Typ News 
2 


CASEBIER, Eleanor 

Profile of a typical secretary. Bus Ed World 
39: 26-27, 33 O 

A time study of activities and responsibilities 
of secretaries with implications for the 
training of prospective secretaries. North- 
western University, Ph.D. thesis °57; N 
_ Ed Q 27: 15-16 O; J Bus Ed 34: 134 


CERTIFIED professional secretaries 

The certified professional secretary. Mari- 
anne Dickson. Cath Bus Ed R 9: 53-56 Ap 

The certified professional secretary. Mary A. 
Quigley. Bus Ed Observer 29: 11, 25 F 

CPS—amateur turns professional. Josephine 
Bruewer. Ohio Bus Tchr 18: 35-37, 55 Ap 

How to become a c.p.s. George Wagoner. 
Cath Bus Ed R 9: 41-48 Ap 

An investigation into the validity of the CPS 
personal adjustment and human relations 
test. Eleanor Maliche. University of Michi- 
gan, Ph.D. thesis °57 

Latest CPS statistics. J Bus Ed 34: 66 N 

A study of the characteristics and duties of 
certified professional secretaries. Bonnie 
A. Lockwood. N Bus Ed Q 26: 23-27 Mr 

CHAMBERS, George A. 

Building better bookkeepers through integra- 
tion with economics concepts. Bus Ed 
Forum 13: 10-11 D 

CHANCE, Lillian K. 

Personal typing—a must! Bus Ed Observer 

29: 14, 30 My 
CHAPIN, Ned 

Integrated data processing: what it is and 

what it can do. Office 48: 74-75, 93 Jl 
CHAPMAN, Carolyn E. 
oe for doctors. J Bus Ed 33: 323-24 


y 
CHAPMAN, Lowell 
Student opinions about introduction to busi- 
ness. Coll N & V 11: 11-13 My 
CHEYNEY, Arnold 3. 
Educating teachers in economics. Ohio Sch 
36: 16-17 O 
CHRISTENSEN, Opal 
The value of speed-forcing drills adminis- 
tered at the work station in improving 
typewriting proficiency and _ production. 
New York University, Ph.D. thesis ’57 
CLARK, James M., Catherine R. Ready, and Ray 
Josephs 


Views from the front office on co-operation. 
Today’s Sec 60: 7 Ja 
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CLARK, Kathryn B. 
Make shorthand students better listeners. 
Bus Ed World 38: 15, 37 My 
Sell your business department! Bal Sheet 39: 
344-47, 384 Ap 
CLARK, W °C. 
Seventh annual problem clinic. Amer Bus 
Ed 14: 134-54, 190 Mr 
CLARK, William J. 
Internship program for public accounting. 
J Bus Ed 33: 285-86 Ap 
CLARKE, Grant L. 
Creative selling. Am Voc J 33: 23-24 Ja 
CLAYTON, C. C. 
Motivation for advanced typing classes. Bal 
Sheet 39: 309 Mr 
CLAYTON, Dean 
Building better bookkeepers through integra- 
tion with office practice. Bus Ed Forum 
13: 5-6 D 
CLERICAL training 
Accounting for payroll deductions. J. F. 
Sherwood and John A. Pendery. South- 
Western. 16 p $.20 
Adapting a clerical office practice class to 
students’ needs. Helen L. Steele. Bus Ed 
Forum 13: 24-25 O 
Automation and clerical office practice. Irene 
Place. Bus Ed Forum 12: 14-16 F 
Clerical work measurement. Henry Gunders. 
J Bus Ed 34: 87-89 N; 122-24 D 
The department head as teacher trainer— 
clerical practice. Jordan Hale. Bus Ed 
World 38: 26-28, 39 Ja 
Development of personal traits and work 
habits through clerical office practice. 
Helen Hinkson Green. Bus Ed Forum 12: 
17-20 F 
Digest of readings in business education. 
Hill. Ball State C J 29: 13-14, 17 


Five objectives of clerical office practice. 
Gerald A. Porter. Bus Ed Forum 12: 6 F 

How many copies? Dorothy L. Travis. Bus 
Ed Forum 12: 28, 34 My 

Integrating clerical skills, knowledges, and 
attitudes in classroom activities. Mary L. 
Bell and Alvin C. Beckett. Bus Ed Forum 
12: 21-23 F 

Knowledge development activities in clerical 
office practice. Lucy Mae Yarnell. Bus Ed 
Forum 12: 11-14 F 

Master clerical data for measuring office 
work. Office 48: 69-73 Jl 

A new development in the content of clerical 
ractice. Jeffrey R. Stewart. Bus Ed 
orum 12: 25-26 Ap 

Office practice area report—clerical practice 
and filing. Leonard J. Porter and Jack 
Grossman. Amer Bus Ed 15: 17-18, 24 O 

Problems of teachers of clerical office prac- 
tice. Amer Bus Ed 14: 143-44 Mr 

The relative importance of certain subject 
matter to be included in a high school 
clerical training course. Jeffrey R. Stewart. 
Virginia yor Institute, M.S. thesis 
57; N Bus Q 27: 72-73 O 

Selected aids for general clerical. Wayne 
House. Bus Ed Forum 12: 33 Ja 

The skill element in clerical office practice. 


CLERICAL trainin 
John Alvin 
9-10 F 


(continued) 
ickinson. Bus Ed Forum 12: 


A study of certain activities and characteris- 
tics of clerical personnel in Carlsbad, New 
Mexico. Barbara B. Anderson. Kansas 
State Teachers College, Pittsburg, M.S. 
thesis °57 

A syllabus for clerical office practice. Ruth 
Eleanore Kadow. Kent State University, 
M.S. thesis °57; N Bus Ed Q 27: 40-41 
Ohio Bus Tchr 18: 17 Ap 

Teaching office machines in, the clerical 
practice class. Mary E. Blanford. Bus Ed 
Forum 12: 31-32 Mr 

The teletrainer takes over. Robert Poland. 
Bus Ed Forum 13: 25 N 

Terminal training for high school business 
students. Katherine Post. Bal Sheet 39: 
248-51 F 

Today’s clerical worker. Maurice L. Craw- 
ford. Bus Ed Newsletter (P- H) 2: 2 Fall 

Typewriting-clerical practice for junior high 
school students. John C. Roman. Bus Ed 
Forum 13: 24 D 

We need competent teachers of clerical train- 
ing. Herbert A. Tonne. J Bus Ed 33: 193 


F 
CLEVEN, Katherine 

Plus values for your seniors. J Bus Ed 33: 

289-91 Ap 
COBB, Andrew B. 

An analysis of specific duties of a selected 
group of office employees in the Durham 
area with implications for business educa- 
- North Carolina College, M.S. thesis 


COFFIN, Kenneth B. 
New opportunities for secretarial programs 
in colleges. Bal Sheet 39: 201, 211 Ja 
See also Leslie, Louis A. 
COGHLAN, Beth 
How to work more effectively with the busi- 
ness community. Bus Ed Forum 12: 33 Mr 
COLE, Lois Helen 
Wanted! good office workers. J Bus Ed 33: 
203-4 F 


COLLEGES and universities 
An analysis of the student questionnaire card 
used in preparation of summer session en- 
rollment - a of San Francisco state 
college. R W. Crittenden. San Fran- 
cisco State Col ege, M.A. thesis °57; N Bus 
Ed Q 27: 18 O 
Business ahd in the liberal arts college. 
orgy Kellenberg. Cath Bus Ed R 9: 
Case for the collegiate school of business. 
James J. McGinley. Coll N & V 12: 1-40 
Changing objectives in business education on 
the collegiate level in the United States 
from 1899 to 1954. Dorothy E. Lee. J Bus 
Ed 33: 218 F 
The collegiate school of business. James J. 
McGinley. Cath Bus Ed R 9: 30-40 Ap 
A comparative study of required business 
education courses in selected universities: 
implications for Evangel college. E. Louise 
ae University of Texas, M.B.A. 
esis 








16 


COLLEGES and universities (continued) 

The development of a workbook-textbook in 
business mathematics for students enrolled 
in the business administration departments 
of community colleges. Harold Feldman. 
New York University, Ed.D. thesis °57; J 
— 33: 305 Ap; N Bus Ed Q 27: 22- 
2 

Economic education in colleges. Laurence E. 
Leamer. Amer Bus Ed Y 15: 43-60 

Electronic data processing in the college cur- 
riculum. E. W. Martin. Amer Bus Ed 15: 
119-24 O 

An evaluation of the business education pro- 
gram at Southwestern state college. Wil- 
liam W. Ward. J Bus Ed 33: 218 F 

Factors affecting competence in freshman 
composition. Caroline Currie. ABWA Bul 
22: 27-30 F 

Improving college business courses through 
better teaching techniques. Mildred Hille- 
stad. Amer Bus Ed 15: 28-31 O 

An itinerary for practical transportation. R. 
Hadly Waters. Coll N & V 12: 13-14 0 

Kansas collegiate business educators discuss 
probiems of standards. Bus Ed Newsletter 
6: 20-22 D 

New addition to the business curriculum. 
Helen L. Warren. J Bus Ed 33: 151-52 Ja 

New opportunities for secretarial programs 
in colleges. Kenneth B. Coffin. Bal Sheet 
39: 201, 211 Ja 

The office personnel program at Teachers 
college, Columbia university. Curtis 
Hall. J Bus Ed 33: 218 F 

Opportunities for growth in business educa- 
tion—from a four-year college point of 
gs Paul F. Muse. Amer Bus Ed 15: 81- 


Scholastic aptitude and spatial visualization 
in relation to success in business adminis- 
tration. Walter Otto Fischer. University of 
Denver, Ph.D. thesis °57 

A self-teaching manual on college note taking 
with the aid of shorthand. Alice L. Holst. 
J Bus Ed 33: 174 Ja , 

Some aspects of the thought underlying 
higher education for business in the United 
_ Meeri Saarsalmi. J Bus Ed 34: 38 


Student attitudes and opinions about college 
and university teaching. Donald L. Shaw- 
ver. Coll N & V 11: 18-19 Mr 

A study of dropouts in the school of business 
at Texas Southern university. Thomasine 
K. Jarmon. Texas Southern University, 
_ thesis °57; N Bus Ed Q 27: 36-37 


A study of student personnel records at East 
Carolina college as relates to prediction in 
elementary accounting. Tora M. Larsen. 
University of Minnesota, Ph.D. thesis °57; 
N Bus Ed Q 27: 46-47 O 


A study to determine the need for Chico state | 


to grant a master of science degree in busi- 
ness. Frank Keith Baker. Chico State Col- 
lege, M.A. thesis °57 
COLLINS, |. Millard and James R. Taylor 
A new look—NOMA’s educational services. 
Office Exec 33: 32-33 O 


Business Education Index 


COMMUNITY resources 

Economic education through school-com- 
munity cooperation. Theodore Wood- 
ward. Amer Bus Ed Y 15: 185-98 

Look for projects in your own backyard. Car- 
roll H. Blanchard, Jr. Bus Ed World 38: 
23 Mr 

A survey of business organizations in Chicago 
Heights and their availability for excur- 
sions by high school business classes. 
Joseph D. Saviano. Northern Illinois Uni- 
a. M.S. thesis °57; N Bus Ed Q 27: 


The use of community resources and other 
teaching aids. M. Herbert Freeman. Amer 
Bus Ed Y 15: 283-95 : 
The value of a field trip. Frederic J. Meystre, 
Jr. Amer Bus Ed 14: 175-76 Mr 
CONDON, Arnold and Rowena Wellman 
More shorthand learning in less time. Delta 
Pi Epsilon J 2: 17-23 O 
CONDON, Dorothy Mae 
Advanced shorthand, prelude to the office 
job. Bus Ed Forum 12: 27, 29 Mr 
CONLEY, Sister M. Kilian 
A comparative study of tests and measure- 
ments given in business education classes in 
selected Catholic secondary schools and 
those given by selected business firms and 
industries, 1955-1956. Catholic University 
of America, M.A. thesis °57 
CONOVER, Hobart H. 
See Reed, Clinton A. 
CONSUMER education 
Consumer education—an essential part of the 
business education program. Eugene E. 
Peterson. Northern Illinois University, 
M.S. thesis 57; N Bus Ed Q 27: 56 O 
Consumer education visual aid. Richard G. 
Hurtt. Amer Bus Ed 15: 123-24 D 
The development of a consumer education 
course of study for the general student at 
Wright township school, Waldron, Michi- 
gan. Curtis L. Gale. University of Michi- 
gan, M.A. thesis ’56 wi 
Free and inexpensive teaching materials for 
basic business and consumer business edu- 
cation. Phi Chapter, Delta Pi Epsilon. 
Helen M. Gould, University High School, 
Minneapolis 14, Minnesota. 28 p $.50 
Learning creates buying and selling. Cyril C. 
O’Brien. Amer Bus Ed 14: 164-65 Mr 
Owning your own home. I. David Satlow. J 
Bus Ed 33: 161-63 Ja 
Providing for the fast learner in consumer 
economics. W. Harmon Wilson and others. 
Amer Bus Ed 14: 221-27, 256 My 
Student manuals for consumer education. 
William C. Knaak. Bal Sheet 39: 231 Ja 
Today’s Secretary goes shopping. See issues 
Today’s Sec 
CONVERSE, Paul D., Harvey W. Huegy, and 
Robert V. Mitchell 
Elements of marketing, 6th ed. Prentice- 
Hall. 883 p $7.95 
CONVERSE, William W. 
A proposed program for further utilization 
of punched card machines in support of 
education activities at the Air Force acad- 
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CONVERSE, William W. (continued) 
a. University of Denver, Ed.D. thesis 


COOK, Arthur C. 

“The stamp of approval.” Systems for Ed 4: 

11-12 Mr-Ap 
COOK, Fred S. 

Teaching business subjects by television: 
What can television do for business educa- 
tion? Bus Ed World 38: 13-14, 37 Mr; 
How to run a TV typing course. 22-23, 39 
Ap; How do TV teachers react to the me- 
+ (with Robert E. Hampton) 30-33 


y 
COOPER, Edward L. 

Providing for the fast learner in economic 

geography. Amer Bus Ed 14: 233-36 My 
CO-OPERATIVE education 

Cincinnati uses the business approach to sell 
business cooperative program. Ralph C. 
Moschel and John C. Roman. Bal Sheet 
40: 48S 

Employer-employee and co-worker relations 
problems of cooperative part-time trainees. 
Howard C. Rosenwinkel. University of 
Minnesota, M.A. thesis °57 

A study of co-operative office practice work 
experience programs in a selected group 
of Kansas high schools. Joan F. S. Fitz- 
gerald. Kansas State Teachers College, 
Pittsburg, M.S. thesis "57; N Bus Ed Q 27: 
25-26 O 

A survey of employers’ opinions of students 
participating in the diversified cooperative 
training program in Clearwater, Florida. 
John Roberts, Jr. Ball State Teachers Col- 
lege, M.A. thesis ’57 

Terminal training for high school business 


students. Katherine Post. Bal Sh : 
248-51 F —— 


CORDERY, Sara B. 


The training of business teachers in degree- 
granting institutions for Ne . Teachers 
ag ee oy Ed.D. the- 
sis : us :120;3 B 
34: 90 N e ~— 

CORNELIA, Nicholas J. 

The development of a self-instructing man- 
ual for the Burroughs sensimatic F 100. 
New York University, Ed.D. thesis °57; 
N Bus Ed Q 27: 17 O; J Bus Ed 34: 90 N 

The duties of bookkeeping machine opera- 

. —_ J ~w’ § 4. 4-95 F 
valuation of machine-posting training. J 

—" -~ 33: —— _ . . 

e objectives of machine-bookkeepin 
training. J Bus Ed 33: 153-54 Ja . 
CRANE, George W. 

Why progress depends on business educa- 

tion. Amer Bus Ed 14: 155-56 Mr 
CRANK, Doris Howell 

National unity in business education. Bus 
Educ 1: 6-7 Fall 

Personal development through business edu- 
cation. Amer Bus Ed 15: 68 D 

Personal growth in business education. Bal 
Sheet 40: 147 D 

CRANK, Floyd 

Selected aids for basic business. Bus Ed 

Forum 12: 34 Ja 
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CRAWFORD, George E. 

The possibilities of a shoe factory locating 
or re-locating in the Emporia, Kansas, 
area. Kansas State Teachers College, Em- 
poria, M.S. thesis °57 

CRAWFORD, Maurice L. 

Today’s clerical worker. Bus Ed Newsletter 

(P-H) 2: 2 Fall 
CRAWFORD, Thomas James 

The effect of emphasizing production type- 
writing contrasted with speed typewriting 
in developing production typewriting abil- 
ity. J Bus Ed 33: 175 Ja 

CRITTENDEN, Rodney W. 

An analysis of the student questionnaire card 
used in preparation of summer session 
enrollment reports of San Francisco state 
college. San Francisco State College, M.A. 
thesis °57; N Bus Ed Q 27: 18 O 

CROFT, Evan M. 

Teaching speed and accuracy in typewriting. 

Bal Sheet 40: 159, 161 D 
CROUCH, Henrietta H. 
_ fast can you type? J Bus Ed 33: 211-12 


CRUM, Dwight R. 

Co-ordinator’s notebook. Bus Ed Forum 13: 

27-28 D 
CRUM, Lewis R. ; 

The development of a method of interrelat- 
ing selected activities of a uniform school 
accounting system utilizing punch card 
procedures. University of Denver, Ed.D. 
thesis °57 

CUONY, Edward R. 

Exploratory business for junior high school. 
Nat Assn Sec Sch Prin Bul 42: 146-48 N 

Personal typing in junior high school. Typ 
News 28: 2 

CURRICULUM 

An analysis of business education curricular 
patterns in public, comprehensive, second- 
ary schools in cities of the United States 
with a population between 300,000 and 
600,000. Jane Reamer. Ohio State Univer- 
sity, M.A. thesis °57 

A balanced curriculum—what part should 
business education play? Leonard L. Car- 
penter. Bus Educ 1: 13-14 Fall 

The business education curriculum. Vernon 
A. Musselman. N Bus Ed Q 26: 29-34 My 

Change need not be bad. Elizabeth T. Van 
Derveer. J Bus Ed 34: 6-7 O 

Cincinnati uses the business approach to sell 
business cooperative program. Ralph C. 
Moschel and John C. Roman. Bal Sheet 
40: 4-8 S 

Coordination in all curricula. Mary L. Keat- 
ing. Bus Ed Observer 29: 17 My 

Economic and social forces changing the 
business curriculum. John L. Rowe. Cath 
Bus Ed R 10: 27-39 N 

Emerging programs of economic education. 
Ray G. Price. Amer Bus Ed Y 15: 359-68 

Emerging programs of economic education 
in secondary schools. Paul F. Muse and 
James M. Roberts. Amer Bus Ed Y 15: 
345-58 ° 

New addition to the business curriculum. 
Helen L. Warren. J Bus Ed 33: 151-52 Ja 








CURRICULUM (continued) 

New-paganism in the schools. Herbert A. 
Tonne. J Bus Ed 33: 320-21 My; Educa- 
tion Digest 24: 42-43 N 

A study to determine the need for Chico 
state to grant a master of science degree 
in business. Frank Keith Baker. Chico 
State College, M.A. thesis ’57 

Survey of school and community needs for 
determining a business curriculum for a 
new high school in Richmond, California. 
Harry Baggett, Jr. San Francisco State 
College, M.A. thesis "57; N Bus Ed Q 27: 
10-11 O 

CURRIE, Caroline 

Factors affecting competence in freshman 
composition. ABWA Bul 22: 27-30 F 

The relationship of certain selected factors 
to achievement in freshman composition. 
Northwestern University, Ph.D. thesis °57 

CUTHBERTSON, DeWayne 

Junior high school typewriting: a survey of 
current practices in Iowa and a suggested 
course of study. Iowa State Teachers Col- 
-.. _ thesis °57; N Bus Ed Q 27: 


D 


DAILY, Victoria 
The field trip for basic business classes. Bus 
Ed Newsletter 6: 7-8 D 
DAME, J. Frank 
Guidance in business education. Bus Ed 
Forum 12: 6 Ja 
DANNENBERG, Raymond A. 
See Trimpe, Adrian 
DAUGHTREY, Anne Scott 
America’s business is everybody’s business. J 
Bus Ed 34: 75-77 N 
Guidance in work-experience programs. Bus 
Ed Forum 12: 14-16 Ja 
DaVALL, George M. 
Extraclass activities in business education. N 
Bus Ed Q 26: 35-37 My 
DAVIS, Allen H. and James S. Peterson 
— ——e games for typists. Allied. 32 p 


DAVIS, Blanche 
A work-experience program benefits every- 
one. Bus Ed World 38: 18-19 Je 
DAVIS, Phyllis E. 
Electric typewriters for tyros. Systems for 
Ed 5: 6-7 N-D 
DAY, Elmore M., Jr. 
See Hensor, A. Myrtle 
DEAN, Neal J. 
Is automation for you? Office Exec 33: 22- 
a 


+ J 
DeBENNING, M. J. and Joe E. Timken 
Concepts of adult distributive education. Bus 
Ed Forum 12: 17-19 Ap 
DeBRUM, S. Joseph and John L. Pineault 
Economic education through ninth-tenth 
oe basic business. Amer Bus Ed Y 15: 


DELTA Pi Epsilon 
Business education index—1957. Louis C. 
Nanassy, ed. Gregg. 62 p 
Free and inexpensive teaching materials for 


Business Education Index 


DELTA Pi Epsilon (continued) 
basic business and consumer business edu- 
cation. Phi Chapter, Delta Pi Epsilon. 
Helen M. Gould, University High School, 
Minneapolis 14, Minnesota. 28 p $.50 
DEMPSEY, Audrey V. 

“Teaching” instead of “timing” in transcrip- 

tion class. N Bus Ed Q 27: 52-56 D 
DENICOLA, Floyd A. 

Teacher-industry day: a once-a-year partner- 

ship. Bus Ed World 38: 18-19 My 
DEUTCHMAN, Bernard V. 

Why take a secretarial course? Bus Ed World 

38: 14-16 Ja 
DEVIG, Marvin K. 

A comparative study of business teacher edu- 
cation in the state supported institutions 
of higher education in North Dakota, 
South Dakota, and Montana. University 
of North Dakota, M.S. thesis °57 

DICKERSON, Z. S. 
If I had three wishes. VBE Bul 13: 1 O 
DICKINSON, John Alvin 

The skill element in clerical office practice. 

Bus Ed Forum 12: 9-10 F 
DICKSON, Marianne 

The certified professional secretary. Cath 

Bus Ed R 9: 53-56 Ap 
DICTATION 

Designed for dictation. Barbara Habley. To- 
day’s Sec 60: 23-25 Mr 

Detailed for dictation. Margaret Norton. To- 
day’s Sec 60: 25, 48 Ap 

The dictation problems of business execu- 
tives. Ray W. Arensman. N Bus Ed Q 27: 
90 

Improvement of dictation practices and pro- 
cedures through training programs. Ray 
W. Arensman. ABWA Bul 22: 16-22 Ap 

New dictation material. Robert Taylor. Bus 
Educ 1: 28-30 Fall 

New-matter dictation with previews. Charles 
B. Hicks. See issues Bus Ed World 

The status of shorthand and other dictating 
devices used in a representative number of 
business firms in Columbus, Ohio. Joe R. 
Lower. Ohio State University, M.A. thesis 
57; N Bus Ed Q 27: 50 O; Ohio Bus Tchr 
18: 15 Ap 

Taking and transcribing dictation in second 
semester shorthand. Frances Watson. Bus 
Ed Forum 13: 21, 23 D 

A training program for personnel who dic- 
tate. H. M. Overley. Office 48: 13-20 N 

DISTRIBUTIVE education 

An analysis of selected factors influencing 
enrollment in state-reimbursed distributive 
education programs in Iowa high schools. 
Jack Reed. Iowa State Teachers College, 
M.A. thesis "57; N Bus Ed Q 27: 60-61 O 

A boss-of-the-year award. Harry T. Lashmet, 
Jr. J Bus Ed 33: 270 Mr 

Brainstorming. Natalie Kneeland. Am Voc 
J 33: 29-30 Ap 

Building better bookkeepers through integra- 
tion with distributive education. Sharon L. 
Seeliger. Bus Ed Forum 13: 13-14 D 

Changing concepts of distributive education 
eo Warren Meyer. Bus Ed Forum 12: 

p 
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DISTRIBUTIVE education (continued) 


Changing concepts of junior college distribu- 
tive education. Rulon C. Ven Wagenen. 
Bus Ed Forum 12: 19-20 Ap 

Changing concepts of secondary school dis- 
tributive education. William Runge. Bus 
Ed Forum 12: 15-17 Ap 

Changing concepts of the scope and func- 
tion of distributive education. John A. 
Beaumont. Bus Ed Forum 12: 9-11 Ap 

Comments regarding distributive education. 
John A. Beaumont. Bus Ed Observer 29: 
17, 21 F 

The community survey—a grassroots ap- 
proach. Forrest L. Mayer. Bus Ed Forum 
13: 27 O 

Concepts of adult distributive education. M. 
J. DeBenning and Joe E. Timken. Bus Ed 
Forum 12: 17-19 Ap 

Conflicting principles and practices in dis- 
tributive education—implications of re- 
search findings. John Gradoni. J Bus Ed 
33: 167-69 Ja 

Co-ordinator’s notebook. Dwight R. Crum. 
Bus Ed Forum 13: 27-28 D 

The development of a merchandise educa- 
tion course of study for New York City 
high schools. Arnold H. Scolnick. New 
York University, Ed.D. thesis 57 

Digest of readings in business education. 
a Rowe. Ball State C J 29: 9-10, 18 


y 

Distributive education an experiment in co- 
operation. Raymond J. Grandfield and 
Raymond Oczkowski. Bus Ed Observer 29: 
6-7 F; 7-8 My 

Distributive education in a robot revolution. 
Peter G. Haines. Bus Ed Forum 12: 11- 
13 Ap 

Distributive education (in Florida) acceler- 
ates progress. Am Voc J 33: 14 My 

Distributive education in junior colleges. 
Richard Earl White. University of Minne- 
sota, M.A. thesis ’57 

Distributive education (in Wyoming). Am 
Voc J 33: 11 Ja 

Distributive education is everyone’s business. 
R. S. Knouse. Bus Ed Forum 12: 13-14 


p 

The distributive education student. Frederick 
Scott. Bus Ed Observer 29: 6, 23 My 

DE works in a small town! Leroy Buckner. 
Am Voc J 33: 26 F 

Economic education through the vocational 
business courses. John A. Beaumont, Gil- 
bert Kahn, and Estelle Popham. Amer 
Bus Ed Y 15: 224-37 

An evaluation of occupational information 
monographs in distributive occupations. 
Melvin L. Marr. University of Minnesota, 
M.A. thesis ’57 

A filing system for vocational teacher-coor- 
dinators. James J. Figge. University of 
Minnesota, M.A. thesis °57 

The how’s of salesmanship. William C. 
Knaak. Bus Ed World 38: 27-28 Ap; 29 
My; 39: 19-20 O 

How to add to DE enrollments. William A. 
Speary. Am Voc J 33: 16-17 D 
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DISTRIBUTIVE education (continued) 


How to open a school store. Joseph C. 
Hecht. Bus Ed World 39: 26-27, 42 § 
How to work more effectively with the busi- 
ness community. Beth Coghlan. Bus Ed 
Forum 12: 33 Mr 

In Virginia—career candidates get jet assist 
from DE. John O. Perreault. Am Voc J 
33: 12-13 N 

Job opportunities in department stores. 
Robert M. Cameron. Bal Sheet 40: 182 D 

The Journal salutes Iowa for distributive ed- 
ucation. Am Voc J 33: 13 F 

Let’s teach the how’s of salesmanship. Wil- 
aa C. Knaak. Bus Ed World 38: 24-26 


Making lessons dramatic in the distributive 
education class. Adrian Trimpe and Ray- 
mond A. Dannenberg. N Bus Ed Q 27: 
47-51 D 

A new look for distributive education. Leon 
Levy. H Points 40: 60-62 A 

Pennsylvania studies DE in large cities. Leon 
Ovsiew and Samuel W. Caplan. Am Voc 
J 33: 23 D 

Pilot study in distributive education of the 
North Park business area. Wallazz B. 
Eaton. San Diego State College, M.A. 
thesis °57; N Bus Ed Q 27: 210 

Practices and characteristics of the federally 
supported, co-operative distributive edu- 
cation program in Pennsylvania, 1955- 
1956. Galen Victor Jones. Temple Univer- 
sity, Ed.D. thesis ’57 

Problems of a beginning co-ordinator. Rich- 
ard R. Hutchinson. Bus Ed Forum 13: 
27-28 N 

Problems of teachers of distributive educa- 
tion. Amer Bus Ed 14: 148-49 Mr 

Providing for the fast learner in distributive 
education. Margaret E. Andrews and 
Warren G. Meyer. Amer Bus Ed 14: 228- 
32, 236 My 

Selected aids for distributive occupations. 
Forrest Mayer. Bus Ed Forum 12: 35 Ja 

The service shopping report. James A. Bikkie. 
University of Minnesota, M.A. thesis °57 

A short guide to distributive education. 
ae E. Miller. Bus Ed World 38: 20- 

a 

A show card writing teaching unit for sec- 
ondary distributive education students. 
Robert G. Smith. University of Minnesota, 
M.A. thesis °57 

Some present practices in teaching advertis- 
ing and psychology of advertising cartoons 
with accompanying scripts for distributive 
education students. Harry Olson, Jr. Uni- 
versity of Minnesota, M.A. thesis °57 

A student’s instructional manual for the 
Colton (Calif.) union high school coop- 
erative store. Clyde R. Harnoise. Univer- 
sity of Southern California, M.S. thesis °57 

A survey of selected distributive education 
programs in New York state. E. John 
Gradoni. J Bus Ed 33: 262 Mr 

A survey of state supervision of distributive 
education in the United States and terri- 
tories. Emil Shipka. University of Minne- 
sota, M.A. thesis ’57 
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DISTRIBUTIVE education (continued) 

Textile workbook. Leon —_, Robert 
Feldman. Pitman. 128 p $1.6 

They learn in a job laboratory. ” Bdith Hud- 
son. Texas Outlook 42: 17-18 Ap 

Urgent problems of distributive education 
and diversified occupation teacher-coordi- 
nators. L. C. Severson. University of Min- 
nesota, M.A. thesis °57 

Use slides to tell merchants your d.e. story. 
—- C. Hecht. Bus Ed World 38: 13-14 


y 

We built a model department store. Milton 

Lubow. Bus Ed World 38: 22-24 Je 
DOBBINS, Austin C. ; 

The short sentence—vice or vice versa? 

ABWA Bul 22: 22-23 Ja 
DOLEZAL, Mae M. 

A survey of the course offerings and credit 
procedures in the secretarial subjects in 
state colleges and universities. University 
of Wisconsin, M.S. thesis "57; N Bus Ed 
Q 27: 19-20 O 

DONOVAN, Sister Mary Louise 

A study ‘of vocational guidance services for 
business education students in the Catholic 
secondary schools of the archdiocese of 
_ Boston University, Ed.M. thesis 


DORAN, Sister M. Sarah 
The present status of the requirements for 
beginning office workers in selected busi- 
ness offices in Buffalo, New York, 1956. 
Catholic University of America, M.A. the- 
sis °57 


DOTSON. Verner L. 
Employment as good public relations. N Bus 
Ed Q 26: 45-48 My 
DOUGLAS, Leonard M. iz 
A prognostic test of typewriting success. J 
Bus Ed 33: 262 Mr 
DOUGLAS, Lloyd V. 
Unification for business education—this year. 
Bus Ed Forum 13: 1-2 N 
——James T. Blanford, and Ruth |. Anderson 
Teaching business subjects. Prentice-Hall. 
538 p $6.75 
DOUGLASS, William P. 
High school investment club teaches finance 
and business by actual practice. Bal Sheet 
40: 112, 119 N 
DREYFACK, Raymond 
Brevity, simplicity, clarity—the three guides 
to effective communication. Office Mgt 19: 
30-31, 84 N 
DUCHAN, Simon A. 


Patterns of skill development in the learning 


- typewriting. Bus Ed Forum 12: 26-27 


DUCKHORN, Chester A. 

History of business education in Sanger. 
Fresno State College, M.A. thesis °57; N 
Bus Ed Q 27: 17-18 O 

DUCKWALL, Rida 

Measuring transcription rate. Bus Ed Forum 

13: 21,31 N 
DUCKWORTH, T. A. 


Controlling office problems. Office Exec 33: 
36-38 Ag 
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DUGAT, Jean 
Journalistic techniques applied to the school 
newspaper. J Bus Ed 34: 119-21 D 
DULL, Lloyd 
Work experience accelerates growth for com- 
mercial students. Ohio Sch 36: 22-23 Ja 
DUPLICATING 
Problems in office services. Loren E. Waltz. 
Bureau of Business Research, School of 
Business, Indiana University, Blooming- 
ton, Indiana. 114 p $1.50 
10 ways to make duplicating more fun. 
a Krause. Bus Ed World 38: 23, 


Using the mimeoscope. William A. Richards. 
J Bus Ed 34: 116-18 D 
DUPREE, Garland C. 
Miss Amanda, an accounting teacher. Bal 
Sheet 40: 59; 96 O 
DVORAK, Earl A. 
Providing for the fast learner in various busi- 
ness classes. Amer. Bus Ed 14: 252-55 My 


E 


EASTERN business teachers association 
ucating youth for economic competence. 
American Business Education Yearbook, 
Vol. XV, 1958. H. G. Enterline, ed. Joint 
Publication Commission of the Eastern 
Business Teachers Association and the 
National Business Teachers Association. 
New York University Bookstore, 18 Wash- 
ington Place, New York 3, New York. 
377 p $3.75 
Office practice area report. Amer Bus Ed 15: 
6-18, 24 O 
EATON, Wallaz B. 
Pilot study in distributive education of the 
North Park business area. San Diego State 
— M.A. thesis °57; N Bus Ed Q 27: 


ECKERT, Ruth E. and Mildred C. Hillestad 

The discussion method. Amer Bus Ed Y 15: 

257-69 
ECONOMICS 

An annotated compilation of aids, devices, 
and enrichment material for the instruc- 
tion of economics in the secondary school. 
Bertha Belle McClaskey. Northeast Mis- 
= State Teachers College, M.A. thesis 

Brief notes about business and economic ed- 
ucation. Dean R. Malsbary. See issues 
Amer Bus Ed 

Building better bookkeepers through integra- 
tion with economic concepts. George A. 
Chambers. Bus Ed Forum 13: 10-11 D 

The challenge of economic education. M. L. 
Frankel. Amer Bus Ed Y 15: 369-77 

The challenge of general education to the 
economist. A. Smith Pond. Coll N & V 
11: 1-5 My 

Developing and using resource units. Julian 
C. Aldrich. Amer Bus Ed Y is: ‘321-41 

The discussion method. Ruth E. Eckert and 
ory C. Hillestad. Amer Bus Ed Y 15: 

Economic education as a part of the core 
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ECONOMICS (continued) 
curriculum. Edwin R. Carr. Amer Bus Ed 
Y 15: 135-49 
Economic education in colleges. Laurence E. 
Leamer. Amer Bus Ed Y 15: 43-60 
Economic education in elementary schools. 
a J. Bienvenu. Amer Bus Ed Y 15: 
-1 
Economic education in junior high schools. 
Edythe Gaines and William Rosch. Amer 
Bus Ed Y 15: 70-92 
Economic education in private business 
schools. Harry F. Sewell. Amer Bus Ed Y 
15: 105-12 
Economic education in secondary schools. 
oo K. Bent. Amer Bus Ed Y 15: 
Economic education through advanced basic 
business. Kennard E. Goodman and Ver- 
non A. Musselman. Amer Bus Ed Y 15: 
210-23 
Economic education through cooperative 
department efforts. Alice M. Eikenberry, 
Harold G. Halcrow, E. C. McGill, and 
Elisabeth Lacey Speer. Amer Bus Ed Y 
15: 161-84 
Economic education through ninth-tenth 
grade basic business. S. Joseph DeBrum 
— — L. Pineault. Amer Bus Ed Y 15: 
Economic education through school-commu- 
nity cooperation. Theodore Woodward. 
Amer Bus Ed Y 15: 185-98 
Economic education through _ separate 
courses. William M. Polishook. Amer Bus 
Ed Y 15: 150-60 
Economic education through the vocational 
business courses. John A. Beaumont, Gil- 
bert Kahn, and Estelle Popham. Amer 
Bus Ed Y 15: 224-37 
Economics as a functional part of general 
education. Eugene L. Swearingen and 
Lloyd L. Garrison. Bal Sheet 40: 56-58 O 
Educating teachers in economics. Arnold B. 
Cheyney. Ohio Sch 36: 16-17 O 
Educating youth for economic competence. 
American Business Education Yearbook, 
Vol. XV, 1958. H. G. Enterline, ed. Joint 
Publication Commission of the Eastern 
Business Teachers Association and the 
National Business Teachers Association. 
New York University Bookstore, 18 Wash- 
ington Place, New York 3, New York. 
377 p $3.75 
Emerging programs of economic education. 
Ray G. Price. Amer Bus Ed Y 15: 359-68 
Emerging programs of economic education 
in secondary schools. Paul F. Muse and 
James M. Roberts. Amer Bus Ed Y 15: 
345-58 
Emphasis on economic competency. William 
Selden. Systems for Ed 5: 6-7 S-O 
Evaluation of instruction. Dean R. Malsbary. 
Amer Bus Ed Y 15: 308-20 
Evaluation of teaching aids. Gladys Bahr 


and John M. Trytten. Amer Bus Ed Y 


15: 296-307 
Everyone needs economic understandings. 
ary E. Leamer. Nat Ed Assn J 47: 


2! 


ECONOMICS (continued) 
International economic course—Belgium, 
a Adrienne Frosch. J Bus Ed 34: 78 


The need for economic education. Elvin S. 
Eyster. Amer Bus Ed Y 15: 10-18 

Nonacademic economic education programs. 
ae F. Thomas. Amer Bus Ed Y 15: 

Outcomes of economic education. Enos C. 
Perry. Amer Bus Ed Y 15: 19-40 

Principles of learning -— teaching applied 
to economics. Shirley H. Engle and May 
V. Seagoe. Amer Bus Ed Y 15: 241-56 

The sedlieavedien technique. George L. 
Fersh. Amer Bus Ed Y 15: 270-82 

The professional economist and economic 
education. Paul R. Olson. Coll N & V 11: 
1-6 Mr 

Readings in current economics. Morton C. 
Grossman and others. Irwin. 450 p $3.95 

Stimulate economics students with supple- 
mentary aids. Bill G. Rainey. Bus Ed 
World 38: 26-28 My 

A survey of King county high schools to 
determine the utilization of services offered 
by outside groups in economic education. 
Robert Holland. University of Washing- 
ton, M.A. thesis °57; N Bus Ed Q 27: 
34-35 O 

Ten years of progress. H. G. Enterline. Amer 
Bus Ed 15: 38-41, 44 O 

The use of community resources and other 
teaching aids. M. Herbert Freeman. Amer 
Bus Ed Y 15: 283-95 

What is economic education? James Gem- 
mell. Amer Bus Ed Y 15: 3-9 

EDGAR, Alden K. 

A content analysis of four business educa- 
tion periodicals. Fresno State College, 
M.A. thesis °57; N Bus Ed Q 27: 22 O 

EIKENBERRY, Alice M., Harold G. Halcrow, E. C. 
McGill, and Elisabeth Lacey Speer 
Economic education through cooperative de- 

prone efforts. Amer Bus Ed Y 15: 161- 


EKBLAW, Sidney E. and Donald J. D. Mulkerne 
Economic and social geography. Gregg. 416 
p $4.96 
ELAM, Margaret 
The future of work-study programs. Amer 
Bus Ed 15: 42-43 O 
ELDRIDGE, Marchant W. and John E. Foristall 
Office practice area ; i Amer 
Bus Ed 15: 10-17 
ELWELL, Fayette H. 
See Breidenbaugh, Vachel E. 
EMPLOYMENT 
Applying for that first stenographic job. 
Helen Ferrarese, Barbara Fritsch, and 
Rosemarie Sammataro. Beacons on Bus 
Ed 42: 3-5, 15, 19 
Current trends in fringe benefits. Matthew 
F. Blake. J Accy 106: 33-40 S$ 
Employment as public relations. Verner 
L. Dotson. N Bus Ed Q 26: 45-48 My 
Employment, qutiosh for clerical workers. 
Bus Sch Exec 14: 54-55 Je 
The employment status of Spanish-American 
office workers in selected areas. Joyce 
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EMPLOYMENT (continued) 
Alberta Rohde. University of Colorado, 
M.B.E. thesis ’57 
Ferreting out executive talent. James V. 
Minehan. Amer Bus Ed 14: 162-63, 189 


Mr 

Fifty ways to avoid being hired. Bus Sch 
Exec 14: 53 Je 

Getting a typist ready for an employment 
~ Alan C. Lloyd. Bus Tchr 35: 14 My- 


e 

A look at beginning employees. J. C. Spen- 
cer. Cath Bus Ed R 9: 17-21 Je 

Prepare typists for employment. E. Dana 
Gibson. Bus Ed Newsletter (P-H) 2: 2 
Spring 

Qualities employers look for in a college 
graduate. Charles E. Peck. Coll N & V 
12: 13-19 D 

Quasi-legal investigation into the property 
rights of workers in their jobs. Gerald I. 
aaa University of Denver, M.B.A. thesis 


Selection procedures of beginning office per- 
sonnel. Jean M. Quarve. N Bus Ed Q 27: 
59-60 O 

Typing employment tests. Esta R. Stuart and 
E. Dana Gibson. Prentice-Hall. 128 p 


We must develop self-confidence in our stu- 
dents. Gerald L. Timm. Bus Ed World 
38: 11-13 Ja 

ENGLE, Shirley H. and May V. Seagos 

Principles of learning and teaching applied 

to economics. Amer Bus Ed Y 15: 241-56 
ENGLEBARDT, Stanley 
It og really work. Today’s Sec 60: 15-17, 


€ 
ENTERLINE, H. G. 

Business education in general education. 
Part 2—General education responsibilities 
# + “or education. Bal Sheet 39: 196- 

a 


Ten years of progress. Amer Bus Ed 15: 38- 
41, 440 


What is basic business education? Bus Ed 

Forum 12: 12-14 Mr 
—— and others . 

Blueprint for tomorrow. Educational Divi- 
sion, Institute of Life Insurance, 488 
Madison Avenue, New York 22, New 
York. 35 p Free 

EQUIPMENT and supplies 

Business education equipment and layout. 

+7 or B. Ashworth. N Bus Ed Q 26: 12- 
y 

Close-up on calculators. Barbara Habley. 
Today’s Sec 60: 22-24 My: 

Common sense in lighting. J. H. Preston. 
Systems for Ed 4: 9-10 Mr-Ap 

Convert to color. Rubye L. Fowler. J Bus 
Ed 34: 13-150 

Criteria for an effective and economical 
office machine replacement program. Er- 
nest W. Fair. Office Mgt 19: 80-86 O 

The envelope riddle. Barbara Habley. To- 
day’s Sec 61: 24-26 S 

The exposition. Office Exec 33: 53-89 Ag 

A functional community center. J. H. Pres- 
ton. Systems for Ed 4: 6-7 My-Je 
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EQUIPMENT and supplies (continued)  — 

How much time must you save to justify 
cost of new equipment? O. B. Lovell. 
Office 48: 8-9 Jl 

Maintenance and care of typewriters for 
typewriting teachers. Rollie Leeburg. San 
Francisco State College, M.A. thesis °57; 
N Bus Ed Q 27: 48 O 

Making long-range plans for office-practice 
equipment. Fred C. Archer. Bus Tchr 36: 
15 D-Ja 

Model office in teaching business. Sister 
Mary Pauline. Catholic School Journal 
58: 43-44 Mr 

New business equipment. See issues Bus Ed 
World 

New products. See issues Office 

Office-practice equipment: build it up by 
“corners.” Bus Ed World 39: 24-26 N 

— shopping center. See issues Today’s 


Plan ’°59: modernize now for growth. Before 
and after: Linton high school, Schenec- 
tady, N. Y.; Madonna high school, Aurora, 
Ill.; Broome college, Binghamton, N. Y.; 
St. Vincent Ferrer high school, New York, 
N. Y. Bus Ed World 39: 13-23 N 

Product points. See issues Today’s Sec 

Products on display. See issues Office Exec 

Tools of the office. See issues Office Mgt 

Where do we start in planning an office 
machines laboratory? Joseph F. Specht. J 
Bus Ed 33: 240-42 Mr 

Why use electrics? motives and methods. 
William Selden. Bus Ed World 39: 30-33 
S 


ERICKSON, Lawrence W. 
Improvement of typewriting instruction. Bus 
Ed Forum 13: 22-23 D 
In defense of typewriting. Bus Ed Forum 13: 
4N 


ETHICS 
The teaching of business ethics. Herbert 
Johnston. Cath Bus Ed R 9: 19-24 Ap 
EVALUATION 
Evaluation of instruction. Dean R. Malsbary. 
Amer Bus Ed Y 15: 308-20 
Evaluation of teaching aids. Gladys Bahr 
and John M. Trytten. Amer Bus Ed Y 15: 
296-307 
EXTRACURRICULAR activities 
Activities handbook for business teachers— 
clubs, plays, and projects. Helen H. Green. 
Gregg. 384 p $5.25 
An analysis of the extra-curricular activities 
sponsored by three classes of business 
education teachers graduated from Wis- 
consin state college, Whitewater. DuWayne 
M. Sheldon. University of Wisconsin, M.S. 
thesis "57; N Bus Ed Q 27: 81-82 O 
A business club with NOMA affiliation. 
Robert L. Cann. J Bus Ed 34: 85-86 N 
An evaluation of student counseling in the 
college of business administration of the 
university of Texas. Walter Glyn Wilcox. 
University of Texas, M.B.A. thesis °57 
Experience for youth. Joyce Holland. Kansas 
us Tchr 11: 12 My 
Extraclass activities in business education. 
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EXTRACURRICULAR activities (continued) 
George M. DaVall. N Bus Ed Q 26: 35- 
37 My 
Handling finances for the high school. 
oy E. Reigel. Bus Ed World 38: 33- 
a 


High school investment club teaches finance 
and business by actual practice. William 
P. Douglass. Bal Sheet 40: 112, 119 N 

Journalistic techniques applied to the school 
cr Jean Dugat. J Bus Ed 34: 119- 


Let the office practice class present a school 
assembly. School Activities 30: 29-32 S 
Our FBLA club helps everybody. Opal 
Heatherly. Bus Ed World 38: 15 F 

A procedure for evaluating Minnesota diver- 
sified vocations clubs (MDVC). Shirley 
A. Robeck. University of Minnesota, M.A. 
thesis °57 

Publications, inc. Mary C. Wilson. J Bus Ed 
33: 331 My 

Sell your business department! Kathryn B. 
Clark. Bal Sheet 39: 344-47, 384 Ap 

Student treasurers apply bookkeeping prin- 
= Stella Rogers. Bal Sheet 39: 340-42 


Pp 

24 desks—34 students. Pauline K. Smith. Bal 
Sheet 39: 294, 297 Mr 

What I found out about collegiate FBLA 
chapters. Helen Hinkson Green. Bal Sheet 
39: 388-92-My 

A youth center can contribute to business 
training. Owen A. Hoover. Ball State C J 
30: 16-18 N 

EYSTER, Elvin S. 

The business teacher’s responsibility in pro- 

ge ~ American economy. VBE Bul 


Capable students challenged by business 
careers. J Bus Ed 33: 276-77 A 
The need for economic education. Amer Bus 
Ed Y 15: 10-18 
Significant challenges to business education 
and business. J Bus Ed 34: 58-59 N 
EZELL, Vera Zell 
A survey of the values of business training 
based upon a follow-up of business educa- 
tion graduates in the R-6 high school of 
Pierce City, Missouri, from 1951 to 1955. 
San Jose State College, M.A. thesis °57 


F 


FAIR, Ernest W. 

Criteria for an effective and economical 
office machine replacement program. Office 
Met 19: 80-86 O 

FANCHER, Charles and J. Francis Gallagher 

Business fundamentals for everyone, 2nd ed. 

Prentice-Hall. 552 p $3.76 
FARRELL, Edward and others 

Views from the front office on office friend- 

ships. Today’s Sec 60: 13 My 
FARRELL, Thomas, Jr. 

Education for writing reports. ABWA Bul 

22: 12-16 F 
FARRIS, Martin T. 

Current status of the federal debt. J Bus Ed 

34: 79-81 N 
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FEATHER, James R. 

Meeting individual differences in typewriting 

I. J Bus Ed 34: 125-26 D 
FELDER, Rodney O. 

Dollars and cents office standards. Bus Ed 
Forum 12: 31-32 F 

General business teachers in action. Teachers 
College, Columbia University, Ed.D. the- 
sis °57 

FELDMAN, Harold 

The development of a workbook-textbook 
in business mathematics for students en- 
rolled in the business administration de- 
partments of community colleges. New 
York University, Ed.D. thesis °57; J Bus 
Ed 33: 305 Ap; N Bus Ed Q 27: 22-23 O 

FELDMAN, Robert 
See Levy, Leon 

FERRARESE, Helen, Barbara Fritsch, and Rose- 
marie Sammataro 

Applying for that first stenographic job. 
Beacons on Bus Ed 42: 3-5, 15, 19 

FERSH, George L. 

The problem-solving technique. Amer Bus 

Ed Y 15: 270-82 
FIALA, Ralph J. 

A study to determine the type and effective- 
ness of motivational devices in high school 
business law courses. Northern Illinois 
University, M.S. thesis °57; N Bus Ed Q 
27: 23 O 


FIELDS, David S. 

Teaching the accountant’s role in budgeting. 

J Bus Ed 33: 325-26 My 
FIESS, Louise B. 

Desirable technical skills and other qualifica- 
tions for beginning office workers. Nat 
Assn Sec Sch Prin Bul 42: 158-59 § 

FIGGE, James J. 

A filing system for vocational teacher-coordi- 
nators. University of Minnesota, M.A. 
thesis °57 

FILING 

Ask the experts. N. Mae Sawyer. See issues 
Today’s Sec 

Controlling the white elephant in records 
management. M. George Bastianello. Office 
Exec 33: 22-23 D 

Filing can be fun. Gloria Diane Parrish. 
Amer Bus Ed 15: 107-108, 111 D 

Filing can be fun—when you know how. 
Isabelle Ainge. Office 47: 130-43 Ap 

Filing practice workbook, 2nd ed. Pitman. 
32 p $.60 

A filing system for vocational teacher-coordi- 
nators. James J. Figge. University of Min- 
nesota, M.A. thesis °57 

Filing tests. See issues Bus Tchr 

The first week in filing. Verona Jenkins. Bus 
Ed World 38: 30-31, 36 Ja 

Office practice area report—clerical practice 
and filing. Leonard J. Porter and Jack 
Grossman. Amer Bus Ed 15: 17-18, 24 O 

Principles of indexing and filing, 4th ed. 
Laura H. Cadwallader and S. Ada Rice. 
Rowe. 160 p $1.72 

Professor, are your files in order or in chaos? 
Herbert M. Jelley. J Bus Ed 33: 205-6 F 

Survey of office filing procedures and activ- 
ities in fifteen selected Madison businesses. 
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FILING (continued) 
Helen H. Martin. N Bus Ed Q 27: 51-52 


O 
FINGER, Kendall A. . 

A study of the effectiveness of teaching spell- 
ing as an integral part of typewriting. N 
Bus Ed Q 27: 240 

FISCHER, Bernice . 

Report on introduction to business. Bal Sheet 

40: 144 N 
FISCHER, Elayne M. 

A study to discover the desirability of stu- 
dent motivating devices in typewriting 
which are introduced by the teacher. N 
Bus Ed Q 27: 25 O 

FITZGERALD, Joan F. S. : 

A study of co-operative office practice work 
experience programs in a selected group 
of Kansas high schools. Kansas State 
Teachers College, Pittsburg, M.S. i 
°57; N Bus Ed Q 27: 25-26 O 

FLOHR, Gunter 

Business and economics education at western 
German universities. Amer Bus 15: 
91-92, 95 D 

FLOOD, Hazel A. 

Some factors involved in learning shorthand. 

N Bus Ed Q 26: 7-15 Mr 
FOLLOW-UP studies 

A follow-up of business graduates (Texas 
Southern university) from January 1950 
through August 1956. Zelda W. Mosley. 
Texas Southern University, M.S. thesis 
*57; N Bus Ed Q 27: 54-55 O 

A follow-up study of accounting majors at 
Chico state college: 1938-1955. Herbert 
L. Heidinger. Chico State College, M.A. 
thesis "57; N Bus Ed Q 27: 32-33 O 

A follow-up study of business graduates of 
North Omaha high school. Harry Stayer. 
University of Southern California, M.S. 
thesis °57; N Bus Ed Q 27: 70-71 O 

A follow-up study of 1954 graduates of East 
high school. John L. Meloy. University of 
Wisconsin, M.S. thesis °57; N Bus Ed Q 
27: 540 

A follow-up study of the business adminis- 
tration graduates of East Tennessee state 
college, Johnson City, Tennessee, 1946- 
1955. Mary Wilson Gray. University of 
Tennessee, M.S. thesis °57 

A follow-up study of the graduates of Bishop 
McMahon high school, Buffalo, New York, 
from 1951 through 1954. Sister M. 
Angelice Vogt. Catholic University of 
America, M.A. thesis °57 

A follow-up study of the graduates of Saint 
Teresa’s academy, Kansas City; Missouri, 
for the years 1952 to 1956 inclusive. Sister 
Marie Loyola Sanders. Catholic University 
of America, M.A. thesis °57 

A follow-up study of the graduates of the 
department of economics and business ed- 
ucation, college of Saint Rose, Albany, 
New York, 1935-1955. Sister Mary Rosina 
Haber. Catholic University of America, 
M.A. thesis °57; N Bus Ed Q 27: 28-29 O 

A follow-up study of the graduates with busi- 
ness education training at St. Francis 
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FOLLOW-UP studies (continued) 
academy, Joliet, Illinois, for the years 
1950-1954, inclusive. Sister Matthias Marie 
Krippner. Catholic University of America, 
M.A. thesis °57 

A follow-up study of the 1950-1955 gradu- 
ates of Benavides high school. Englantina 
a University of Texas, M.B.A. the- 
sis ’ 

A follow-up study of the 1952, 1953, and 
1954 graduates of Regis high school, Eau 
Claire, Wisconsin. Sister M. Denis Smith. 
University of Wisconsin, M.S. thesis °57; 
N Bus Ed Q 27: 68-69 O 

The post-graduate activities of high school 
graduates of 1956 and comparison with 
graduates of 1955. Ric C. Hawk. 
Kansas State Teachers College, Emporia, 
M.S. thesis 57; N Bus Ed Q 27: 31 O 

A survey of the values of business training 
based upon a follow-up of business educa- 
tion graduates in the R-6 high school of 
Pierce City, Missouri, from 1951 to 1955. 
Vera Zell Ezell. San Jose State College, 
M.A. thesis °57 

FORD, Margaret S. 

A survey of the medical secretarial program 
offered in junior colleges of the United 
_ Boston University, Ed.M. 


FORISTALL, John E. 
See Eldridge, Marchant W. 
FORKNER, Hamden L. 

General education for business—a proposal 
for action. Bal Sheet 40: 11-13 S 

Hamden L. Forkner cited for 1957 John 
Robert Gregg award. Bus Tchr 35: 1-2 F 

The other side of the desk in the shorthand 
class. N Bus Ed Q 27: 16-23 D 

Our future goes to school today. Bus Ed 
Forum 13: 33-34 D : 

What I wish I had learned about typewriting. 
Bus Ed Forum 13: 7-9 N 

See also Carlson, Paul A. 

FOSTER, Charles W. 
See Freeman, M. Herbert 
FOSTER, Thomas Lee : 

An analysis of the preparation and certifica- 
tion of secondary school business teachers. 
University of Nebraska, Ed.D. thesis °57 

FOWLER, Lytle C. 

See Jones, Rufus 
FOWLER, Rubye L. 

Convert to color. J Bus Ed 34: 13-15 O 
FOX, Sister Mary Urban 

The status of business education in selected 
Catholic secondary schools of Pennsyl- 
vania. Catholic University of America, 
M.A. thesis °57 

FRAKES, John C. 
See Archer, Fred C. 
FRANKEL, M. L. 

The challenge of economic education. Amer 

Bus Ed Y 15: 369-77 
FREAD, Kenneth Lee 

A survey of the requirements for beginning 
office workers in industrial firms in Mus- 
catine, Iowa. State University of Iowa, 
M.A. thesis °57; N Bus Ed Q 27: 26 O 


thesis 
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FREEMAN, M. Herbert 

Providing for the fast learner in bookkeep- 
ing. Amer Bus Ed 14: 202-8 My 

Tentiien the fundamental ements of book- 
keeping—how to teach journalizing. Bus 
Ed World 39: 31, 34-35 N 

The use. of community resources and other 
teaching aids. Amer Bus Ed Y 15: 283-95 

~ — and Charles W. Foster 

The business teacher as a school business 
manager. Bus Ed World 39: 20, 40S 

—— J Marshall Hanna, and Gilbert Kahn 

Bookkeeping and ee adv. 
course. Gregg. 416 p. $3.9 

Bookkeeping and accounting Simplified, first- 
year course, 2nd ed. Gregg. 512 p $3.56 

See also Carter, Theodore H. 

FRENCH, Marilyn 

The boss and you. Today’s Sec 60: 18-19 F 

Good ge are good business. Today’s 
Sec 61: 22-23 N 

Look boss, I’m making a speech. Today’s 
Sec 61: 27- 28, 54S 

Problem clinic. Today’s Sec 60: 18-19, 52 Je 

The spirit of co-operation. Today’s Sec 60: 
16-17 Ap 

FRIES, Albert C. 

Fulfilling supervisory responsibilities through 
leadership in professional activities. Amer 
Bus Ed 15: 97-98 D 

National unity in business education is close 
to reality. Bal Sheet 40: 108, 111 N 

FRISBIE, M. Adele 
Office automation—how far today? Bus Ed 
Observer 30: 10, 22 N 
FRITSCH, Barbara 
See Ferrarese, Helen 
FROMM, Glenn E 

Let’s really boost business education. Bus 

Ed Observer 29: 13, 29 My 
FROSCH, Adrienne 

International economic course — Belgium, 

1958. J Bus Ed 34: 78 N 
FRYBURGER, Vernon 

See Sandage, C. H. 

FULLER, Donald and Lucy Robinson 

Facts about teaching numbers. N Bus Ed Q 
38-42 D 

FUTURE business leaders of America 

Aids for the FBLA sponsor. Bus Ed Forum 
12: 40 Ja 

FBLA—a plan for young America. Cecelia 
Harmening. Bus Ed Forum 13: 41 N 

FBLA bulletin board. James L. White. Bus 
Educ 1: 9 Fall 

FBLA chapters - > to guidance. Bus 
Ed Forum 12: 

The FBLA proves its on James L. White. 
Systems for Ed 4: 9-10 Ja-F 

A national survey of the state chapters of 
future business leaders of America. Mar- 
garetjean Weltha. Iowa State Teachers 
a M.A. thesis °57; N Bus Ed Q 27: 


Our FBLA club helps everybody. Opal 
Heatherly. Bus Ed World 38: 15 F 

Our future goes to school today. Hamden 
L. Forkner. Bus Ed Forum 13: 33-34 D 

Parliamentary law expedites FBLA activities. 
Bus Ed Forum 12: 41-42 F 
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FUTURE business leaders of America 
(continued) 
What I found out about collegiate FBLA 
chapters. Helen Hinkson Green. Bal Sheet 
39: 388-92 My 


G 


GAINES, Edythe and William Rosch 

Economic education in junior high schools. 

Amer Bus Ed Y 15: 70-92 
GALE, Curtis L. 

The development of a consumer education 
course of study for the general student 
at Wright township school, Waldron, 
Michigan. University of Michigan, M.A. 
thesis °57 

GALLAGHER, J. Francis 

See Fancher, Charles 

GAMMARDELLA, Frank R. 

Business arithmetic—teaching the why in 

the division of fractions. J Bus Ed 34: 82 


N 
GARRISON, Lloyd L. 
See Swearingen, Eugene L. 
and Calvin Kennedy 
A timetable for teaching the income tax 
unit. J Bus Ed 34: 23-25 O 
GELB, Lawrence M. and others 
Views from the front office on the shirker. 
Today’s Sec 61: 11S 
GEMMEL, James 
Business education in the Soviet shadow. Bal 
Sheet 39: 397-98, 401 My 
Tips on teaching and ante assignments 
abroad. Bus Ed World 38: 13. 15 Ap; 23- 
25, 36 My 
What is economic education? Amer Bus Ed 





Y 1 
GEOGRAPHY. economic 
Economic and social geography. Sidney E. 
Ekblaw and Donald J. D. Mulkerne. 
Gregg. 416 p $4.96 
Providing for the fast Jearner in economic 
geography. Edward L. Cooper. Amer Bus 
Ed 14: 233-36 My 
Suggestions for the beginning economic ge- 
ography teacher. Bill G. Rainey. Bal Sheet 
39: 393-94, 396 My 
GERFEN, Richard C. 
Something of value. ABWA Bul 22: 31-36 F 
GERVER, Eli 
Partnership distributions. J Accy 105: 42-49 F 
GETZEN, Beatrice R 
A survey of the types of office machines 
used in four major industries and selected 
offices of San Diego, California, and the 
training required for initial employment. 
San Diego State College, M.A. thesis °56 
GIBSON, E. Dana 
Prepare typists for hoe go gg Bus Ed 
Newsletter (P-H) 2:2 Spring 
See also Stuart, Esta R. 
, WwW. C. 
A “renaissance” in office management. Sys- 
tems for Ed 4: 4-5 My-Je 
GILMORE, James E. 
A survey of Huntsville office workers. Sam 
Houston State Teachers College, M.A. 
thesis °57 
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GILSTER, Herman Louis 
Determination of what instruction should 
be included in a management course at 
the United States Air Force academy. 
University of Denver, M.B.A. thesis °57 
GINDER, Charles E 
Office automation news. See issues Office 
Exec 
Research roundup. See issues Office Exec 
GIORDANO, Al 
Problem-solving typewriting rates vs. straight- 
copy rates. Bal Sheet 40: 14-16, 38 S 
GIVEN, John N. 
Public or community relations. N Bus Ed Q 
26: 38-44 My 
What horns—whose dilemma? J Bus Ed 33: 
190-91 F 
GLENNAN, T. Keith 
Computers - the campus. Systems for Ed 


GLESSNER, William C. 
Effective communication. 


25 My 
GOLDSMITH, Samuel 
A study of standards for typewriting and 
shorthand. Bal Sheet 39: 205-11 Ja 
GOLLINOTT, Albert P. 
It mg happen here. J Bus- Ed 33: 329-30 


y 
GOOD, Gloria C. 

Achieving a more successful role for sten- 
ography in the high school curriculum. 
Bus Ed Forum 12: 21, 31 Ap 
and George J. Hammer 

The speed approach to shorthand. Bus Ed 
Forum 13: 9-10 O 

GOODMAN, Kennard E. 

Some questions I might ask myself about 
teaching basic business subiects. Amer 
Bus Ed 15: 55-56 O 

——and Vernon A. Musselman 

Economic education through advanced basic 

business. Amer Bus Ed Y 15: 210-23 
GORRELL, Willadene R. 

See Boggs, Lohnie J. 
GRADONI, E. John 

Conflicting principles and practices in dis- 
tributive education—implications of re- 
search findings. J Bus Ed 33: 167-69 Ja 

A survey of selected distributive education 
programs in New York state. J Bus Ed 
33:- 262 Mr 

GRAFF, Doris M. 

Worthy of reference. See issues Office Exec 
—_ Raymond J. and Raymond Oczkow- 

SKi 

Distributive education an experiment in co- 
operation. Bus Ed Observer 29: 6-7 F; 
7-8 My 

GRAY, Albert 

Lift the workbook cover. Bus Tchr 35: 8 Ap 
GRAY, Mary Wilson 

A follow-up study of the business adminis- 
tration graduates of East Tennessee state 
college, Johnson City, Tennessee, 1946- 
_ University of Tennessee, M.S. thesis 


GREEN, Helen Hinkson 
Activities handbook for business teachers— 


Office Exec 33: 
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GREEN, Helen Hinkson (continued) 
ear plays, and projects. Gregg. 484 p 


Development of personal traits and work 
habits through clerical office practice. Bus 
Ed Forum 12: 17-20 F 

Just between us. See issues Bus Ed World 

What I found out about collegiate FBLA 
chapters. Bal Sheet 39: 388-92 My 

GREENAWAY, M. Emily 

See Strony, Madeline 

GREENE, Richard S. 

A study to determine the optimum accom- 
plishments for Virginia high school stu- 
dents on certain office machines. Virginia 
Polytechnic Institute, M.S. thesis °57; N 
Bus Ed Q 27: 27 O 

GREER, John C. 

A terminal commercial program. Systems 

for Ed 4: 11-12 My-Je 
GREGG, Edna L. 

The teaching of shorthand prior to 1900. N 

Bus Ed Q 26: 28-34 Mr 
GREGG, John Robert, Clyde |. Blanchard, and 

Woodrow W. Baldwin 

Gregg speed building for colleges, simplified, 
2nd ed. Gregg. 512 p $4.25 

GRIFFIN, E. Glenn 
Fiction—an aid in teaching business writ- 
ing. ABWA Bul 22: 37-44 F 
GRIFFITH, Lionel E. 
eS for automation. Office 48: 138- 
GRIFFITH, W. D. 
Why can’t we do away with offices? Office 
48: 67-70 Ag 
GROSSMAN, Jack 
See Porter, Leonard J. 
GROSSMAN, Morton C. and others 

Readings in current economics. Irwin. 450 

p 
GRUBBS, Robert L. 

Shorthand via television. Bus Ed Forum 13: 

16-17, 29 O 
——and James L. White 

Sustained timed writings—featuring type- 
writing contest copy by Kimball and Bowle. 
Gregg. 96 p $1.64 

GRYDER, Robert 

Building better bookkeepers through integra- 
tion with general business. Bus Ed Forum 
13: 17-19 D 

GUIDANCE 

Accounting careers for nonaccounting col- 
legians. Clarence C. Walton. J Accy 106: 
69-72 D 

An analysis of the gifted child related to busi- 
ness education. Gertrude J. Morton. Uni- 
pal of Southern California, M.S. thesis 


Better guidance for business students. A. 
Myrtle Hensor and Elmore M. Day, Jr. 
Bus Ed Observer 29: 8, 19 F 

— = boys. Jane Hamilton. VBE Bul 


: r 
Capable students challenged by business 
~ gr aig Elvin S. Eyster. J Bus Ed 33: 276- 
p 


Choosing a business career. William Selden 











SS 
§- 


n 








To Professional Writing in 1958 


GUIDANCE (continued) 
+c Mary Ellen Oliverio. Pitman. 48 p 
33 

Display: a supplement to guidance. Jane 
Stewart. Bus Ed Forum 12: 25-28 Ja 

The effect of part-time employment upon the 
future vocational choices of high school 
senior students. Raymond A. Louthen. 
University of Michigan, M.A. thesis ’57 

FBLA chapters contribute to guidance. Bus 
Ed Forum 12: 39 Ja 

Guidance and the business teacher. Alice 
M. Harrison. Amer Bus Ed 15: 45-49 O 

Guidance can be a major contribution of the 
business teacher. Velma Jewett Olson. Bus 
Ed Forum 12: 7-9 Ja 

The guidance counselor’s role in the business 
education program. Dixie Jean Allen. Bus 
Ed Forum 12: 12-13, 28 Ja 

Guidance in business education. J. Frank 
Dame. Bus Ed Forum 12: 6 Ja 

Guidance in  work-experience programs. 
Anne Scott Daughtrey. Bus Ed Forum 12: 
14-16 Ja 

The guidance program in a junior college. 
Carol Ostness. Bus Ed Forum 12: 23-25 Ja 

“I'd like to have my program changed.” I. 
David Satlow. Bus Ed World 38: 15-17 


Mr 

Let’s turn to the cumulative record. Eugenia 
Moseley. Bus Ed Forum 12: 9-12 Ja 

Occupational guidance. Esther Strickland. 
Ohio Bus Tchr 18: 43, 52 A 

Opportunities in office occupations. Estelle 
L. Popham. Vocational Guidance Manr- 
uals, Inc., 1011 E. Tremont Ave., New 
York 60, New York. 100 p $1.65 

A prognostic test of typewriting success. 
Leonard M. Douglas. J Bus Ed 33: 262 


Mr 

The relationship of admissions criteria to col- 
lege success in certain business curricu- 
lums at the New York City community 
college of applied arts and sciences. Melvin 
Morgenstein. J Bus Ed 34: 38 

Springboard to the payroll. + N. Phelan. 
Bus Ed Forum 12: 20-22 J 

A statistical study of the i we be- 
tween bookkeeping marks and four predic- 
tive factors. Beatrice V. Phelps. University 
of Southern California, M.S. thesis 57; N 
Bus Ed Q 27: 58 O 

A study of dropouts in the school of business 
at Texas Southern university. Thomasine 
K. Jarmon. Texas Southern University, 
M.S. thesis °57; N Bus Ed Q 27: 36-37 


O 

A study of interest profiles of college women 
in selected vocational fields. John J. Kirk. 
University of Michigan, M.S. thesis °57 

A study of official reasons and pupil stated 
reasons for dropouts in three schools in 
Hillsborough county, Florida. Olive F. 
+ ae University of Michigan, M.A. thesis 


A study of vocational guidance services for 
business education students in the Catho- 
lic secondary schools of the archdiocese of 
Boston. Sister Mary Louise Donovan. Bos- 
ton University, Ed.M. thesis °57 
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GUIDANCE (continued) 
A teaching unit on job placement. Sister M. 
Leona. Cath Bus Ed R 9: 27-36 Je 
What is a “shorthand drop-out?” Madeline 
S. Strony. Bus Tchr 36: 25 N 
Why take a secretarial course? Bernard V. 
Deutchman. Bus Ed World 38: 14-16 Ja 
GUITERREZ, Robert 
A study of the office occupations in Joliet, 
Illinois. Northern Illinois University, M.S. 
thesis °57; N Bus Ed Q 27: 27-28 O 
GUNDERS, Henry 
Clerical work measurement. J Bus Ed 34: 
87-89 N; 122-24 D 
GUTHRIE, Mearl R. 
Demonstration—the key to successful busi- 
ness teaching. Bal Sheet 39: 399-401 My 
= for Carter briefhand. Allied. 70 p 
1.65 
and Theodore Yerian 
Briefhand basic theory and speed building 
records. Allied. 7 - 45 rpm records per 
ey Album $9.95; individual records 
1. 
GUY, Hollis 
Research in business education completed or 
— way in 1957. N Bus Ed Q 26: 35-55 


r 
Working together professionally through na- 
_— unity. Bus Ed Forum 13: 1-2, 35-36 


H 


HAAS, Howard L. 
A present challenge to business education. 
Bus Ed Observer 29: 11, 28 My 
HAAS, Kenneth B. and Enos C. Perry 
Sales horizons. Prentice-Hall. 416 p $3.72 
HABER, Sister Mary Rosina 
A follow-up study of the graduates of the 
department of economics and business edu- 
cation, college of Saint Rose, Albany, New 
York, 1935-1955. Catholic University of 
America, M.A. thesis "57; N Bus Ed Q 27; 
28-29 O 
HABLEY, Barbara 
mary A on calculators. Today’s Sec 60: 22- 
Designed for dictation. Today’s Sec 60: 23- 


= envelope riddle. Today’s Sec 61: 24-26 
~~ typewriters only. Today’s Sec 60: 16-17 
a 


HAESSLER, Eric R. , 

The publisher’s responsibility to the teacher. 
Bus Educ 1: 18 Fall 

HAGGBLADE, Berle 

A practical look at general business. Bal 

Sheet 40: 162-63 D 
HAHN, Beatrice C. 

Skill-building and motivating devices for sec- 
ond-year typewriting. Northern Illinois 
University, M.S. thesis °57 

HAINES, Peter G. 

Distributive, education in a robot revolution. 

Bus Ed Forum 12: 11-13 Ap 
HALCROW, Harold G. 
See Eikenberry, Alice M. 
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HALE, Ethel 
Make them sit up in general business. Bus 
Ed World 39: 23, 31 D 
HALE, Jordan ' 
Automation and business 
Points 40: 29-39 Ap 
The department head as teacher trainer— 
— practice. Bus Ed World 38: 26-28, 
a 
Shorthand is a two-way street. Bus Ed World 
38: 11, 32 My 
HALL, Helen 
Shorthand. Ohio Bus Tchr 18: 47 Ap 
HALL, J. Curtis 
The office personnel program at Teachers 
a Columbia university. J Bus Ed 33: 


HALL, Luella W. 
Ohhhbh, that civil service answer sheet. Bus 
Ed World 38: 26-27 Je 
HALLIGAN, Patrick 
A unit of study on common stocks purchased 
through company sponsored stock purchase 
plans and the monthly investment plan. 
San Francisco State College, M.A. thesis 
57; N Bus Ed Q 27: 29 O 
HALVERSON, H. M. 
A business survey of Glenwood, Minnesota. 
University of Minnesota, M.A. thesis °57 
‘HAMBRICK, Thomas G. 
The true and palpable function of the writing 
teacher. ABWA Bul 22: 11-13 My 
HAMILTON, Jane 
Calling all boys. VBE Bul 12: 3 Mr 
HAMILTON, Sadie Rucker 
Determination of certification requirements 
for business teachers in the states of Texas, 
Louisiana, Arkansas, Oklahoma, and Mis- 
sissippi. Texas Southern University, M.S. 
thesis °57 
HAMMER, George J. 
See Good, Gloria C. 
HAMPTON, Robert E. 
See Cook, Fred S. 
HANNA, J Marshall 
Ask the experts. See issues Today’s Sec 
The college influence. Amer Bus Ed 15: 4 O 
Teaching the fundamental elements of book- 
keeping—how to teach the first units in 
pete Bus Ed World 39: 15-17, 35 


education. H 


See also Freeman, M. Herbert 
HARDIN, Frances S. 
~ — for retailing? J Bus Ed 34: 20- 


HARMENING, Cecelia 

FBLA—a plan for young America. Bus Ed 

Forum 13: 41 N 
HARMS, Harm 

Business education at the territorial college. 

Amer Bus Ed 15: 101-102, 105 D 
HARNOISE, Clyde R. 

A student’s instructional manual for the 
Colton (Calif.) union high school cooper- 
ative store. University of Southern Cali- 
fornia, M.S. thesis °57 

HARRIS, Leffie Louise 

An appraisal of curricular and personal com- 
ponents of the stenographic training of the 
Detroit high school of commerce. Wayne 
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HARRIS, Leffie Louise (continued) 
State University, M.S. thesis °57; N Bus Ed 
Q 27: 29-30 O ; 
The stenographic program in the Detroit 
~ _— of commerce. J Bus Ed 33: 


HARRISON, Alice M. 

Guidance and the business teacher. Amer 

Bus Ed 15: 45-49 O 
HARRISON, Elizabeth H. 7 : 

The importance of role playing in developing 
employable personality. University of 
Texas, M.Ed. thesis °57 

HART, Ethel 

Homework—a secret of shorthand success. 
Bus Ed Forum 13: 17-18 O 

In shorthand, motivation does the trick. Bus 
Ed World 38: 20-21 Je 

HARTLEY, William L. 

Technology—the promise of progress. Cath 

Bus Ed R 9: 13-22 F 
HARWOOD, R. Frank ; 

Providing for the fast learner in the inde- 
pendent business college. Amer Bus Ed 
14: 264-66 My 

Public relations in your community of serv- 
ice. Amer Bus Ed 15: 99-100 D 

HASKELL, Cecil 

A study of the frequency of business terms 
in general business textbooks. Boston Uni- 
versity, Ed.M. thesis °57 

HAVARD, Joan E., Marie Oesterling, and 

Olive N. Arctander ; 

Building better bookkeepers through integra- 
tion with business law. Bus Ed Forum 13: 
15-17 D 

HAWK, Richard C. an) 

The post-graduation activities of Kansas high 
school graduates of 1956 and comparisons 
with graduates of 1955. Kansas State 
Teachers College, Emporia, M.S. thesis 
57; N Bus Ed Q 27: 310 

HAY, Leon R. 

Electronic data processing, business educa- 
tion, and business writing. ABWA Bul 22: 
16-17 Mr 

A study of office automation and the func- 
tions and qualifications of programmers for 
electronic data processing. University of 
Southern California, Ed.D. thesis °57; N 
Bus Ed Q 27: 31-32 O 

HAY, Robert D. 

Current reading. See issues ABWA Bul 
HAYDEN, Carlos K. 

See Nolan, C. A. 
HAYES, Myrtle I. 

Developing and checking shorthand reading 
skills. Bus Ed Forum 12: 25, 27 F 

HAZARD, Orvis R. 

This manufacturer trains business students. 

Bus Ed World 38: 11-13 Je 
HEATHERLY, Opal 

Our FBLA club helps everybody. Bus Ed 

World 38: 15 F 
HECHT, Joseph C. 

How to open a school store. Bus Ed World 
39: 26-27, 42 S 

Use slides to tell merchants your d.e. story. 
Bus Ed World 38: 13-14 My 

HEIDINGER, Herbert L. 
A follow-up study of accounting majors at 
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HEIDINGER, Herbert L. (continued) 
Chico state college: 1938-1955. Chico State 
College, M.A. thesis "57; N Bus Ed Q 27: 
32-33 O 
HEIGES, P. Myers 
The master speaks. Amer Bus Ed 14: 178- 


80 Mr 
HENDERSON, Kenneth B. 
Teaching problem-solving skills. Bus Ed 
Forum 13: 13-15 N 
HENDERSON, Robert A. 
The fast learner in the secondary school. 
Amer Bus Ed 14: 198-201, 236 My 
HENNING, Virginia D. 
A program that produces results in office 
practice. Bal Sheet 39: 219-21 Ja 
HENNINGER, Sister Mary Claudette 
Supplementary dictation material for first- 
year shorthand based on Christian career 
guidance principles. Catholic University of 
ae. M.A. thesis "57; N Bus Ed Q 27: 


HENSOR, A. Myrtle and Elmore M. Day, Jr. 
Better guidance for business students. Bus Ed 
Observer 29: 8, 19 F 
HERBST, Doris 
Is payee important? MBEA News Bul 


HERMANN, A. C. 
Public relations in private business schools. 
Amer Bus Ed 15: 104-106 D 
HERRING, J. Virgil 
Digest of readings in business education. Ball 
State C J 30: 12-13, 15 N 
HETRICK, Grace M. 
A look at ninth graders in beginning typewrit- 
ing. Bus Ed Forum 13: 18-19 N 
HICKS, Charles B. 
New-matter dictation with previews. See is- 
sues Bus Ed World 
See also Place, Irene 
HIGH school 
Business education and public high school 
major functions. Paul S. Lomax. J Bus Ed 
34: 110-11 D 
Business teacher problems in the small high 
school. Calvin Kennedy. Bal Sheet 39: 
395-96 M 
Catholic high schools in the southwest—a 
survey. Sister M. Adella. Cath Bus Ed R 
10: 45-51 N 
The college influence. J Marshall Hanna. 
Amer Bus Ed 15: 4 O 
Economic education in secondary schools. 
oo K. Bent. Amer Bus Ed Y 15: 61- 


Emerging programs of economic education 
in secondary schools. Paul F. Muse and 
James M. Roberts. Amer Bus Ed Y 15: 
345-58 

The fast learner in the secondary school. 
Robert A. Henderson. Amer Bus Ed 14: 
198-201, 236 My 

History, aims, and purposes of the Menno- 
nite secondary schools in the United States. 
Robert W. Wiens. Fresno State College, 
M.A. thesis ’57 

A look ahead at the high school curriculum. 
William J. Sanders. Bal Sheet 40: 154-58 


D 
New Jersey business education manual for 
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HIGH school (continued) 
secondary schools. Harry Lawrence. Bus 
Ed Observer 29: 19-21 My | 
Providing for the fast learner in a private 
preparatory school. Herbert A. Howard. 
Amer Bus Ed 14: 259-60, 267 My 
Providing for the fast learner in the public 
high school. Dorothy H. Veon. Amer Bus 
Ed 14: 261-63, 267 My 
The role of business education in the second- 
ary schools. Harold Spears. Bus Ed Forum 
13: 37-40 N 
Trade and vocational high schools. Herbert 
A. Tonne. J Bus Ed 33: 149 Ja 
HILL, Blanche 
Tried transcription techniques. J Bus Ed 33: 
199-200 F 
HILL, Dorothy June ; 
A study of the effects of drill upon typewrit- 
University of Michigan, M.S. thesis 


HILL, Glenn E. 

Bookkeeping—an asset or liability! Bus Educ 
1: 26 Fall 

See also Carter, Theodore H. 

HILL, Lawrence B. 

A second quarter century of delayed recall 
or relearning at 80. Journal of Educational 
Psychology 48: 65-68 F °57 

HILL, Martha 

Digest of readings in business education. 
Ball State C J 29: 13-14, 17 F 

Standards in office promotion. Bus Ed 
Forum 12: 17-18 My 

HILLESTAD, Mildred C. 

Improving college business courses through 
better teaching techniques. Amer Bus Ed 
15: 28-31 O 

See also Eckert, Ruth E. 

HIMSTREET, William C. ' 

Analysis and criticism of research in business 
=. 1952-1956. Bal Sheet 40: 148- 


HOCHSTEIN, Rollie 
A dream of a job. Today’s Sec 61: 11-13 D 
HODEL, Wilverda and Grace Phelan 
High speed, 4th ed. Rowe. 96 p $1.36 
HOEHING, Nancy 
A simplified homework routine. Bal Sheet 
39: 300, 323 Mr 
HOERNER, Marie 
Personal finance for the career girl. Bus Ed 
Forum 12: 27, 29 Ap 
HOFFMAN, Frank 
Teaching general business today and tomor- 
row. Bus Ed Forum 13: 26 N 
HOGANCAMP, Thomas B. ! 
A comprehensive analysis and synthesis of 
research findings and thought on business 
teacher education. Indiana University, 
Ed.D. thesis °57; J Bus Ed 33: 305 Ap; N 
Bus Ed Q 27: 340 
HOLLAND, Joyce 
a for youth. Kansas Bus Tchr 11: 


12 My 
HOLLAND, Robert 
A survey of King county high schools to 
determine ‘the utilization of services of- 
fered by outside groups in economic educa- 
tion. University of Washington, M.A. 
thesis °57; N Bus Ed Q 27: 34-35 O 
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HOLLIS, Lucile Ussery 
Group dynamics in teaching general business. 
Amer Bus Ed 15: 70-75, 80 D 
HOLST, Alice L. 
Office transcription the first month of short- 
hand. Bus Ed Forum 12: 21, 24 My 
A self-teaching manual on college note tak- 
ing with the aid of shorthand. J Bus Ed 
33: 174 Ja 
Teaching alphabetic shorthand at the college 
level. Bus Ed Forum 13: 14-15 O 
HONDA, Shoichi 
The practice set. Bus Ed Newsletter 5: 6-8 F 
HOOKER, Clifford P. 
Encouraging in-service growth and member- 
ship in professional organizations. N Bus 
Ed Q 26: 23-25 My 
HOOVER, Owen A. 
A youth center can contribute to business 
training. Ball State C J 30: 16-18 N 
HOSLER, Russell J. 
Selected aids for typewriting. Bus Ed Forum 
12: 30-31 Ja 
See also Leslie, Louis A. 
HOUSE, Clifford R. and Samuel Skurow 
—" style manual. South-Western. 56 
p $.12 
HOUSE, F. Wayne 
Selected aids for general clerical. Bus Ed 
Forum 12: 33 Ja 
The teacher shortage. Bal Sheet 39: 339 Ap 
HOUTZ, Patricia 
The effectiveness of closed-circuit television 
on the teaching of the principles of an 
alphabetic shorthand system. Pennsylvania 
State University, M.S. thesis °57; N Bus 
Ed Q 27: 35-36 O 
HOWARD, Herbert A. 
Providing for the fast learner in a private 
preparatory school. Amer Bus Ed 14: 259- 
60, 267 My 
HUBBELL, Monroe H. 
Budgets in business education. N Bus Ed Q 
26: 9-11, 15 My 
Secondary techniques in typewriting. Bus Ed 
Forum 13: 15-16 N 
HUCKABAY, Sybil 
Punctuation simplified. Amer Bus Ed 14: 
181-83 Mr 
HUDSON, Edith 
They learn in a job laboratory. Texas Out- 
look 42: 17-18 Ap 
HUEGY, Harvey W. 
See Converse, Paul D. 
HUFFMAN, Harry 
— teacher education. NABTE Bul 68: 


Here you are—the new business teacher. N 
Bus Ed Q 27: 57-59 D 
How . _ business subjects. N Bus Ed Q 


Showing the math teacher what business 
arithmetic is all about. Bus Tchr 35: 14 F 
HUGHES, Edith T. 
Are you driving a “model T”? Bus Sch Exec 
14: 13-14 Mr 
HUMAN relations 
The boss and you. Marilyn French. Today’s 
Sec 60: 18-19 F 
The human element in office management. 
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HUMAN relations (continued) 
ay C. Robinson. J Bus Ed 34: 83-84 


Human relations in private business schools. 
John A. Pendery. Amer Bus Ed 15: 34-37 


O 
Personal development through business edu- 
cation. Doris Howell Crank. Amer Bus Ed 
15: 68 D ; 
Right or wrong in employee relations. See 
issues Office 
The spirit of co-operation. Marilyn French. 
Today’s Sec 60: 16-17 A ; 
Views from the front office on office friend- 
ships. Edward Farrell and others. Today’s 
Sec 60: 13 My 
HUMPHREY, Katherine 
Let’s use more erasure tests! Bus Ed Forum 
12: 25-26 My 
HUNSBERGER, George 
An experiment in educational methods. J 
Bus Ed 33: 283-84 Ap 
HURTT, Richard G. 
Consumer education visual aid. Amer Bus 
Ed 15: 123-24 D 
HUTCHINSON, E. Lillian 
Ask the experts. See issues Today’s Sec 
Words can be teasers. See issues Today’s Sec 
HUTCHINSON, Richard R. 
Problems of a beginning co-ordinator. Bus 
Ed Forum 13: 27-28 N 
HUTCHISON, Wayne 
A study to determine the relationship be- 
tween mailable words per minute and letter 
grades assigned in  typewriting. Kansas 
State Teachers College, Pittsburg, M.S. 
thesis °57 
and Charlene Mordy 
A message to the beginning typewriting 
teacher. Bus Ed Forum 13: 19-20 O 
HOTVEDT, Burton E. 
Business skills and dynamic knowledge. 
Cath Bus Ed R 10: 23-26 N 


INTERNATIONAL business education 

Business and economics education at western 
German universities. Gunter Flohr. Amer 
Bus Ed 15: 91-92, 95 D 

Business education at the territorial college. 
Harm Harms. Amer Bus Ed 15: 101-102, 
105 D 

Business education in the republic of Turkey.- 
Anthony R. Lanza. New York University, 
Ph.D. thesis "57; N Bus Ed Q 27: 45-46 O 

Business education in the Soviet shadow. 
James Gemmell. Bal Sheet 39: 397-98, 401 
M 





y 

Business education in the U. S. and in Great 
Britain. Francis T. Wenban. Bus Ed World 
39: 24-26 D 

Education for business in Turkey. Lester I. 
Brookner, Donald J. Tate, and Anthony 
R. Lanza. Bal Sheet 39: 244-47 F 

Education for world leadership. Oliver J. 
Caldwell. Delta Pi Epsilon J 2: 7-16 O 

Education in Mexico. Ruth I. Anderson. Bus 
Ed Forum 12: 35 Mr; 30-31 Ap 

International economic course—Belgium, 
1958. Adrienne Frosch. J Bus Ed 34: 78 N 

















To Professional Writing in 1958 


INTERNATIONAL business education (continued) 

Minding Belgium’s business. Mary Smith. 
MBEA News Bul 24: 6, 11 O 

Some aspects of commercial education in 
England. Robert MacFarlane. Bus Ed Ob- 
server 29: 5, 24 My 

A study of the revolutionary changes in the 
modern educational systems in Egypt. Mil- 
dred E. Johnson. University of Minnesota, 
M.A. thesis ’57 

The technical assistance program in business 
education in Panama. Glen E. Murphy. 
Bus Ed Forum 12: 31-33 My 

Tips on teaching and study assignments 
abroad. James Gemmell. Bus Ed World 
38: 13-15 Ap; 23-25, 36 My 

Vocational business education in Switzerland. 
Emmy Stapfer. J Bus Ed 33: 296-97 Ap 

What I saw in business education in western 
Europe. Elizabeth T. Van Derveer. Bus 
Ed Forum 12: 33-34 F 

ISAACSON, Bernard B. 
Practitioners forum. See issues J Accy 


J 


JACQUETTE, W. J. 

Integrated data processing in the office. J 

Bus Ed 34: 62-64 N 
JANIS, J. Harold 

Business writing courses in transition. ABWA 

Bul 22: 5-12 Ap 
JARMON, -Thomasine K. 

A study of dropouts in the school of business 
at Texas Southern university. Texas South- 
ern University, M.S. thesis °57; N Bus Ed 
Q 27: 36-37 O 

JASINSKI, Harry 
Psychology of teaching typewriting. J Bus 
Ed 33: 287-88 Ap 
JASNER, Matthew M. 
See Scott, Wesley E. 
JELLEY, Herbert M. 

Professor, are your files in order or in chaos? 

J Bus Ed 33: 205-6 F 
JENKINS, Verona 
The first week in filing. Bus Ed World 38: 
30-31, 36 Ja 

JENSEN, Barry T. 

See Jensen, Junne W. 
JENSEN, Junne Wood 

An investigation of the effect of the study of 
shorthand on spelling. San Jose State Col- 
lege, M.A. thesis °57 
and Barry T. Jensen 

Do shorthand students become poor spellers? 
Bus Ed World 38: 27, 33 F 

JILES, Russell F. 

A survey of production rates and production 
quality of third semester typing students 
in selected Wisconsin high schools. Uni- 
versity of Wisconsin, M.S. thesis °57; N 
Bus Ed Q 27: 37-38 O 

JOHNSON, Ina and Oneida Maxwell 

Practical training for “bread-and-butter” stu- 

dents. Systems for Ed 4: 13-14 Ja-F 
JOHNSON, Mildred E. 

A study of the revolutionary changes in the 
modern educational systems in Egypt. Uni- 
versity of Minnesota, M.A. thesis °57 








JOHNSON, Mina 
See Pactor, Paul 


and Bruce C. Shank 
Innovations and improvements in office ma- 
chines. Ball State C J 29: 8-10, 18 F 
JOHNSON, Roger B. 

A report on the business education offerings 
of the public high schools of DuPage 
county, Illinois. Northern Illinois Uni- 
— thesis °57; N Bus Ed Q 27: 


JOHNSON, Ronald 

What is business education? or Dr. Salguod’s 

an . the neophyte. Bus Ed World 38: 
JOHNSON, Thayer P. 

A review of available professional literature 
related to selected factors having to do 
with speed development in the teaching of 
typewriting. San Jose State College, M.A. 
thesis °57 

JOHNSTON, Herbert 

The teaching of business ethics. Cath Bus Ed 

R 9: 19-24 Ap 
JOLLON, Mary 

Ships, steel, and shorthand. Today’s Sec 60: 

13-15, 55 Ap 
JONES, Adeline Seitz 

A proposed business practices course for a 
small high school. Ohio State be 
M.A. thesis °57; N Bus Ed Q 27: 39 QO; 
Ohio Bus Tchr 18: 41-42 Ap 

JONES, Galen Victor 

Practices and characteristics of the federally 
supported, co-operative distributive educa- 
tion program in Pennsylvania, 1955-1956. 
Temple University, Ed.D. thesis °57 

JONES, Olive F. 

A study of official reasons and pupil stated 
reasons for dropouts in three schools in 
Hillsborough county, Florida. University 
of Michigan, M.A. thesis ’56 

JONES, Rufus and Lytle C. Fowler 

Standards in office motivation. Bus Ed 

Forum 12: 15-16 My 
JONES, Sister Mary Cyrilla 

Enrichment in the teaching of shorthand 
through the use of audio-visual aids. 
Kansas State Teachers College, Pittsburg, 
M.S. thesis "57; N Bus Ed Q 27: 40 O 

JOSEPHS, Ray 
See Clark, James M. 
JUNIOR college 

An analysis of secretarial science curriculums 
in public and private junior colleges in the 
United States. Zenobia Tye. Ohio State 
University, Ph.D. thesis "57; N Bus Ed Q 
27: 76 O; J Bus Ed 34: 90 N; Ohio Bus 
Tchr 18: 33, 51 Ap 

Changing concepts of junior college dis- 
tributive education. Rulon C. Van Wag- 
enen. Bus Ed Forum 12: 19-20 Ap 

A critical study of current issues in business 
education in the public junior colleges of 
California. Richard S. Perry. N Bus Ed 
Q 26: 16-22, 27 Mr 

The determination of standards for selective 
admission ¢o junior college business cur- 
ricula. Myles A. Tracy. University of 
Southern California, Ed.D. thesis °57 

Distributive education in junior colleges. 
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JUNIOR college (continued) 
Richard Earl White. University of Minne- 
sota, M.A. thesis °57 

The guidance program in a junior college. 
_— Ostness. Bus Ed Forum 12: 23-25 
a 

A proposed terminal program of business 
education for Ranger junior college. Vivian 
— University of Texas, M.Ed. the- 
sis ” 

A survey of the medical secretarial program 
offered in junior colleges of the United 
States. Margaret S. Ford. Boston Univer- 
sity, Ed.M. thesis °57 

JUNIOR high school 

Economic education in junior high schools. 
Edythe Gaines and William Rosch. Amer 
Bus Ed Y 15: 70-92 

Exploratory business for junior high school. 
Edward R. Cuony. Nat Assn Sec Sch 
Prin Bul 42: 146-48 N 

Junior high school typewriting: a survey of 
current practices in Iowa and a suggested 
course of study. DeWayne Cuthbertson. 
Iowa State Teachers College, M.A. thesis 
°57; N Bus Ed Q 27: 15-16 O 

Personal typing in junior high school. Ed- 
ward R. Cuony. Typ News 28: 2 

A study of certain general education values 
of typewriting in the junior high school. 
Phyllis Caulfield Morrison. University of 
Michigan, Ph.D. thesis ’57 

Typewriting-clerical practice for junior high 
school students. John C. Roman. Bus Ed 
Forum 13: 24 D 


K 


KADOW, Ruth Eleanore 
A syllabus for clerical office practice. Kent 
State university, M.S. thesis °57; N Bus 
27: 40-41 O; Ohio Bus Tchr 18: 
17 Ap 
KAEDING, Harold 

The development and evaluation of practical 
discussion problems to be used in teaching 
of beginning bookkeeping. Iowa State 
Teachers College, M.A. thesis °57; N Bus 
Ed Q 27: 41 O 

KAHN, Gilbert 

Teaching the fundamental elements of book- 
keeping—how to teach posting. Bus Ed 
World 39: 27-30 D 

See also Beaumont, John A. 

See also Freeman, M. Herbert 

KALLAUS, Norman F. 

Here’s your check list for better business 
letters. Office Mgt 19: 34-35, 70 Ag; 31- 
32, 80S 

KAMMINGA, Marilyn P. 

Proposed program for in-school work experi- 
ence at Grossmont high school. San Diego 
State College, M.A. thesis "57; N Bus Ed 
Q 27: 41-42 O 

KANE, Robert L. 

Accounting education—uniform CPA exam- 

ination. See issues J Accy 
KANEGIS, James 

Shorthand and typing for the chemist. Jour- 

nal of Chemical Education 35: 464-66 S 


Business Education Index 


KARLSON, Dorothy A. ; 

Work experience in business education in the 
school program. N Bus Ed Q 27: 42 O 

KASHNER, Robert J 

New Jersey survey reports standards. Bus 

Tchr 36: 2-3 D-Ja 
KEATING, Mary L. 

Coordination in all curricula. Bus Ed Ob- 

server 29: 17 My 
KEATON, Marjorie 

What’s your SEQ? (secretarial efficiency 

quotient). Today’s Sec 61: 26-27, 51 O 
KEELAN, C. I. ; : 

Grammar as an aid to clarity in business 

writing. Office 47: 82-92 F 
KEILY, Helen J. ; 

Pattern for meeting with profit. Bal Sheet 

40: 113-16 N 
KEITHLEY, Erwin M. 

Are you getting your words’ worth? Office 

Exec 33: 12-13, 17 Je 
KELLENBERG, Elizabeth 

Business education in the liberal arts college. 

Cath Bus Ed R 9: 37-45 Je 
KELLER, Robert E. 

Building better bookkeepers through integra- 
tion with typewriting. Bus Ed Forum 13: 
12-13 D 

KELLOGG, Luella A. 
—s students in business. Systems for Ed 


KENNEDY, Calvin 

Business teacher problems in the small high 
school. Bal Sheet 39: 395-96 My 

Relate bookkeeping to class activities. Bus 
Ed World 38: 22 Mr 

See also Garrison, Lloyd L. 

KESSEL, Robert M. 

The critical requirements for secondary 
school business teachers based upon an 
analysis of critical incidents. N Bus Ed 
Q 27: 43 O; J Bus Ed 34: 134 D 

KIELY, James F. 

Letters—the ambassadors of good will. 

Office Exec 33: 18-19 N 
KILEY, Margaret A. 

A grading tip for a harried teacher. Bus Ed 

World 39: 7 N 
KIMBRELL, Grady 

An experiment on speed emphasis in type- 

writing. Typ News 28: 1 
= John G., Wesley E. Scott, and Jacques A. 
urie 


—— practice, 5th ed. Rowe. 48 p 


KIRK, John J. 

A study of interest profiles of college women 
in selected vocational fields. University of 
Michigan, M.S. thesis °57 

KLEILER, Frank M. 
es with office truants. Office 47: 106-11 


y 
KLINE, Vivian W. 
Ask the experts. See issues Today’s Sec 
KNAAK, William C. 
The how’s of salesmanship. Bus Ed World 
38: 27-28 Ap; 29 My; 39: 19-20 O 
Let’s teach the how’s of salesmanship. Bus 
Ed World 38: 24-26 F 
A manual of successful devices for teaching 
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KNAAK, William C. (continued) 
salesmanship. University of Minnesota, 
M.A. thesis °57 
Student manuals for consumer education. Bal 
Sheet 39: 231 Ja 
KNEELAND, Natalie 
Brainstorming. Am Voc J 33: 29-30 Ap 
KNOUSE, R. S. 

Distributive education is everyone’s business. 

Bus Ed Forum 12: 13-14 Ap 
KNOWLES, Malcolm S. 

The role of adult education in business edu- 

cation. Bus Educ 1: 21 Fall 
KOPECKY, Pauline Witter ; 

Current practices and trends in office ma- 
chines in the Lee college, Baytown, Texas, 
area. University of Texas, M.Ed. thesis ’57 

KRABBENHOFT, Wanda Elaine 

Dictation and transcription standards for 
first-year shorthand. State University of 
Iowa, M.A. thesis °57; N Bus Ed Q 27: 
440 

KRAUSE, Ruthetta 

10 ways to add zip to your typing methods 
class. Bus Ed World 38: 16-17 M 

10 ways to make duplicating more fun. Bus 
Ed World 38: 23, 30 F 

KRIPPNER, Sister Matthias Marie 

A follow-up study of the graduates with busi- 
ness education training at St. Francis 
academy, Joliet, Illinois, for the years 
1950-1954 inclusive. Catholic University 
of America, M.A. thesis ’57 

KUETHE, Verna 

The work experience program at Berlin high 
school, Berlin, Wisconsin, during the 
school years, 1953-54 and 1954-55. Uni- 
versity of Wisconsin, M.S. thesis °56; N 
Bus Ed Q 27: 45 O 


L 


LaFRANCE, John W. 
Interpreting reports for management. J Accy 
105: 60-65 F 
LAMB, Marion M. 
Our language problem. Bal Sheet 40: 109-11 
N 


LANHAM, Frank W. : 
Providing for the fast learner in business 
communication. Amer Bus Ed 14: 214-16, 
267 My 
LANZA, Anthony R. 
— teaching aids. See issues J Bus 


Business education in the republic of Turkey. 
New York University, Ph.D. thesis °57; 
N Bus Ed Q 27: 45-46 O 

See also Brookner, Lester I. 

LARSEN, Tora M. 

A study of student personnel records at East 
Carolina college as relates to prediction in 
elementary accounting. University of Min- 
nesota, Ph.D. thesis "57; N Bus Ed Q 27: 
46-47 O 

LARSON, Gunnar 
be Aer behind the writing. ABWA Bul 


LARSON, Ruth 
See Alt, Pauline 
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LASHMET, Harry T., Jr. 
A + paaataaaaiaae award. J Bus Ed 33: 270 


r 
LAWRENCE, Harry 

New Jersey business education manual for 
secondary schools. Bus Ed Observer 29: 
19-21 My 

LEAMER, Laurence E. 

Economic education in colleges. Amer Bus 
Ed Y 15: 43-60 

Everyone needs economic understandings. 
Nat Ed Assn J 47: 635-36 D 

LEBEDA, Agnes 

Problem solving in basic business. Bus Ed 

Forum 12: 29 F 
LEDER, Harold 

Business education has declined, hasn’t it? 

Bus Ed Observer 30: 6-7, 17 N 
LEE, Dorothy E. 

Changing objectives in business education on 
the collegiate level in the United States 
from 1899 to 1954. J Bus Ed 33: 218 F 

ay Seao teaching aid. Bus Tchr 


: p 
LEEBHOFF, Bernard 
The need for and proposed organization of 
an office machines course at San Leandro 
high school. San Francisco State College, 
M.A. thesis 57; N Bus Ed Q 27: 47 O 
LEEBURG, Rollie 
Maintenance and care of typewriters for 
typewriting teachers. San Francisco State 
a M.A. thesis °57; N Bus Ed Q 27: 


LEES, George 
An analysis of accounting skills and knowl- 
edges used by selected experienced electrical 
engineers in Rhode Island. University of 
Connecticut, Ph.D. thesis °57 
LEFFINGWELL, Elsie 
Vitamins for shorthand teachers. Cath Bus 
Ed R 9: 46-53 Je 
LEGGITT, Dorothy 
Answer the ring of the teletypewriter. J Bus 
Ed 34: 101-2 N 
LESLIE, Lovis A. and Kenneth Coffin 
Handbook for the legal secretary. Gregg. 
378 p $4.50 
LESLIE, Louis A., Charles E. Zoubek, and Russell 
J. Hosler 
Gregg shorthand simplified for colleges, vol. 
1, 2nd ed. Gregg. 384 p $4; vol. 2, 2nd 
ed. 512 p $4.25 
LESSER, Irvin H. 
Progressive typewriting. Amer Bus Ed 14: 
176-77 Mr , 


LEVEN, Stephen 


Architects for eternity. Cath Bus Ed R 9: 
10-12 F 


LEVY, Leon 


A new look for distributive education. H 
Points 40: 60-62 Ap 
and Robert Feldman 





Textile workbook. Pitman. 128 p $1.60 
LIEBLING, Louis 
See Riemer, Edwin 
LILES, Parker and Milton Olson 
Selected aids on standards and cooperation 
— business. Bus Ed Forum 12: 36-37 
a 
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LINAMEN, Harold F. ab 

Business administration for ministers of the 

church of God. J Bus Ed 33: 175 Ja 
LINN, Donald M.. 

The predictive value of selected factors for 
success in first-semester bookkeeping. San 
Francisco State College, M.A. thesis °57; 
N Bus Ed Q 27: 48-49 O 

LINS, Angeline G. 
See Breidenbaugh, Vachel E. 
LIPSKY, Phyllis and Donald Moffitt 

Jewelry terms in Gregg simplified. Today’s 

Sec 60: 22 Mr 
LLOYD, Alan C. 

Ask the experts. See issues Today’s Sec 

Getting a typist ready for an employment 
test. Bus Tchr 35: 14 My- 

Reducing failures in typewriting. VBE Bul 
13: 3,60 

ty a typing contest? Bus Tchr 36: 31 

-Ja 


Teaching task: combatting typing “produc- 
tion drag.” Bus Tchr 35: 10 F 

The typing teacher as a technician: the care 
and feeding of good typing technique. 
Bus Ed World 38: 11-14, 35 F; The selec- 
tion and remedial use of technique drills. 
29-32 Mr; What to watch for when observ- 
ing typing students. 24-25 Ap; How stu- 
dents’ papers reveal technique problems. 
21-22 My; The new role of the typewriting 
teacher. 29-30 Je 

Ways to strengthen skill-drill games. Bus 
Tchr 36: 31 N 

What to do with “gifted” students in type- 
writing. Bus Tchr 35: 10 Ap 

See also Rowe, John L. 

LOCKWOOD, Bonnie A. 

A study of the characteristics and duties of 
certified professional secretaries. N Bus Ed 
Q 26: 23-27 Mr 

LOCKWOOD, William M. 

An investigation of the United States armed 
forces real estate activities in the far east, 
1951-1956. University of Denver, M.B.A. 
thesis °57 

LOMAX, Paul S. 

Better programs for business teacher educa- 
tion. NABTE Bul 68: 5-12 

Business education and public high school 
major functions. J Bus Ed 34: 110-11 D 

Business education in a space age. J Bus Ed 
33: 234-35 Mr 

It’s time to act on national unity in business 
education. Bus Ed World 39: 11, 32 D 

Survey of business education in the second- 
ary schools of California. Calif J Sec Ed 
33: 307-11 My 

LOPEZ, Catalina Miriam 

Course of study, activities, suggestions, and 
supplementary aids for teaching general 
business in the ninth grade. University of 
Texas, M.Ed. thesis °57 

LORANDOS, Helen 

A review of the history of income taxes in 
the United States and recommendations 
for the teaching of income taxes in the 
secondary schools. University of Wiscon- 
sin, M.S. thesis "57; N Bus Ed Q 27: 49 O 

LORENZ, Ladale A. 
Seven sales filmstrips for use in training re- 


Business Education Index 


LORENZ, Ladale A. (continued) 
tail store salespeople. University of Min- 
nesota, M.A. thesis ’57 

LOTZ, John F 

Stock ownership and business teachers. J Bus 
Ed 33: 159-60 Ja 

LOUTHEN, Raymond A. 

The effect of part-time employment upon the 
future vocational choices of high school 
senior students. University of Michigan, 
M.A. thesis °57 

LOVE, Claude D. 

Let’s all teach English. Bus Ed World 39: 

iss 


LOVELL, O. B. 
How much time must you save to justify 
cost of new equipment? Office 48: 8-9 Jl 
LOW, Alice L 
A survey to determine the type of office 
machines used, number of employees 
hired, and educational preparation of the 
clerical employees in various offices in 
Hibbing, Minnesota. N Bus Ed Q 27: 49- 
50 O 


LOWER, Joe R. 

The status of shorthand and other dictating 
devices used in a representative number 
of business firms in Columbus, Ohio. Ohio 
State University, M.A. thesis °57; N Bus 
Ed Q 27: 50 O; Ohio Bus Tchr 18: 15 


Ap 
LUBOW, Milton 
We built a model department store. Bus Ed 
World 38: 22-24 Je 
LURIE, Jacques A. 
See Kirk, John G. 
LYTTLE, Carol 
The American salesman—an institution. Bus 
Sch Exec 14: 88-89 § 


Mc 


McBRIDE, William J. 
Survey of office machines in the Beloit, Wis- 
consin, South Beloit, Illinois, area. N Bus 
Ed Q 27: 53 O 
McCANN, Gene 
Study of outstanding secretaries. Bal Sheet 
39: 311 Mr 
McCARTHY, Richard A. 
Accuracy grade based on per cent of error. 
J Bus Ed 34: 72-74 N 
McCLASKEY, Bertha Belle 
An annotated compilation of aids, devices, 
and enrichment material for the instruc- 
tion of economics in the secondary school. 
Northeast Missouri State Teachers College, 
M.A. thesis *57 
McCONNELL, Walter R. 
Providing for the fast learner in business law. 
Amer Bus Ed 14: 217-20 My 
McDONALD, Frederick J. 
Typewriting methodology. Bus Ed Forum 
13: 10-12 N 


McGILL, E. C. 
Business education and sputnik. Bus Ed 
Newsletter 6: 3 O 
— tests for briefhand. Allied. 64 p 


How important is controlled work experience 
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McGILL, E. C. (continued) 
in in-service business teacher education. 
Bus Ed Newsletter 5: 10-14 F 
The teacher’s responsibility to the publisher. 
Bus Educ 1: 19 Fall 
What are the impacts of automation upon 
— education? Bus Ed Newsletter 


See also Carter, Theodore H. 
See also Eikenberry, Alice M. 
See also Tonne, Herbert A. 
McGINLEY, James J. 
Case for the collegiate school of business. 
Coll N & V 12: 1-4 O 
The collegiate school of business. Cath Bus 
Ed : 30-40 Ap 
McGUIRE, Mabelle 
~~ likes b-e day. Bus Ed World 38: 
19 


-Ja 
McKELDIN, Theodore R. 
Private enterprise in education. Bus Sch Exec 
14: 67-69 S 
McNELLY, A. E. and L. J. Adams 
Business arithmetic, 4th ed. Prentice-Hall. 
360 p $3.72 
McQUADE, Sister M. Edward 
The role of motivation techniques in vital- 
izing typewriting. Kansas State Teachers 
College, Pittsburg, M.S. thesis °57; N Bus 
Ed Q 27: 53 O 


M 


MacFARLANE, Robert 
Some aspects of commercial education in 
England. Bus Ed Observer 29: 5, 24 My 
MACKEN, Patricia E. 
A student teacher tries her wings. Bus Ed 
World 39: 21, 40 § 
MAEDKE, Wilmer 
The relative prognosis value of selected cri- 
teria in the prediction of stenographic 
success or failure in selected secondary 
schools in Illinois. Northwestern Univer- 
sity, Ph.D. thesis °57 
MAIER, Thomas B. 
Bookkeeping achievement as related to in- 
structional methodology. Temple Univer- 
a thesis 57; N Bus Ed Q 27: 


MALICHE, Eleanor 
An investigation into the validity of the CPS 
personal adjustment and human relations 
a University of Michigan, Ph.D. thesis 


MALSBARY, Dean R. 

Brief notes about business and economic 
education. See issues Amer Bus Ed 

Evaluation of instruction. Amer Bus Ed Y 
15: 308-20 

Improved — in ee education. N 
Bus Ed Q 26: 

ey oy nol 8 ~a ll Prentice-Hall. 128 


Tests and practice for spelling and word 
power. Prentice-Hall. 112 p $1.28 
MANGER, Maryland 
How to make your reports clear, concise and 
effective. Office Mgt 19: 64-66 My 
MARKETING 
Elements of marketing, 6th ed. Paul D. Con- 
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MARKETING (continued) 
verse, Harvey W. Huegy, and Robert V. 
Mitchell. Prentice-Hall. 883 p $7.95 

Marketing in transition. Alfred L. Seelye. 

Harper. 337 p $4.50 
MARR, Melvin L. 

An evaluation of occupational information 
monographs in distributive occupations. 
University of Minnesota, M.A. thesis 57 

MARTI, D. B. 

Income tax and social security course, 12th 

ed. Prentice-Hall. 160 p $2.50 
MARTIN, Doris and Helen Ragan 

Correlation is practicable. Bus Ed Observer 

29: 15-16 My 
MARTIN, E. W. 

Electronic data processing in the college 

curriculum. Amer Bus Ed 15: 19-24 O 
MARTIN, Helen H. 

Survey of office filing procedures and activ- 
ities in fifteen selected Madison businesses. 
N Bus Ed Q 27: 51-52 O 

MARTIN, Kenneth E. 

Analysis of legal secretaryship. Bus Ed 

Newsletter 5: 6-9 Ap 
MARTIN, Mildred J. 

Analysis of selected aspects of student teach- 
ing of Georgia’s approved business train- 
ing institutions. University of — 
M.Ed. thesis °57; N Bus Ed Q 27: 52 O 

MAXWELL, Gerald W. 

A health insurance unit—basic to basic busi- 
ness. Bus Ed Forum 12: 20-21, 24 Mr 

Major issues pertaining to health insurance. 

Bus Ed 33: 262 Mr 
MAXWELL, Oneida 
See Johnson, Ina 
MAY, George O. 

Generally accepted principles of accounting. 

J Accy 105: 23-27 Ja 
MAYER, Forrest L. 

The community survey—a grassroots ap- 
proach. Bus Ed Forum 13: 27 O 

General education values of salesmanship. 
Bus Ed Forum 12: 30, 33 M 

Selected aids for distributive occupations. 
Bus Ed Forum 12: 35 Ja 

MAYO, A. Sloan 

Communications handbook for secretaries— 
a guide to ey oi writing and speaking. 
Gregg. 576 p $5. 

MAYO, Lucy Graves 

The secretary talks. Today’s Sec 61: 16-17, 

37-38 D 


=e writes. Today’s Sec 61: 24-25, 


MELLINGER, Morris 

Diagnosing typewriting errors from the type- 

script. Typ News 28: 3-4 
MELOY, John L. 

A follow-up study of 1954 graduates of East 
high school. University of Wisconsin, M.S. 
thesis °57; N Bus Ed Q 27: 540 

MENG, Bernice E. 

High school bookkeeping and the slow 
learner. San Jose State College, M.A. 
thesis °57 

MERRILL, Frances E. 
—_ + a transcription. J Bus Ed 34: 16- 
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MEYER, Warren G. 

Changing concepts of distributive education 
1958. Bus Ed Forum 12: 6 Ap 

See also Andrews, Margaret E. 

MEYSTRE, Frederic J., Jr. 

The value of a field trip. Amer Bus Ed 14: 

175-76 Mr 
MILES, Gerald I. 

Quasi-legal investigation into the property 
rights of workers in their jobs. University 
of Denver. M.B.A. thesis °57 

MILLER, Jay W. 

Cooperation of business and education. Bus 

Sch Exec 14: 8-11 Mr 
MILLER, Thomas E. 

A short guide to distributive education. Bus 

Ed World 38: 20-22 Ja 
MILLS, Louise 

Vocational shorthand in one year. Cath Bus 

Ed R 9: 54-57 Je 
MINEHAN, James V. 

Ferreting out executive talent. Amer Bus Ed 

14: 162-63, 189 Mr 
MINTZ, Betty S. 

Teaching students of widely varying abilities 
in bookkeeping. Bus Ed Forum 12: 27, 34 
M 


y 
MITCHELL, Robert V. 
See Converse, Paul D. 
MOFFITT, Donald 
See Lipsky, Phyllis 
MORAN, Leonard J. 

A survey of bookkeeping and/or accounting 
in the major seminaries of the United 
States. Catholic University of America, 
M.A. thesis °57 

MORDY, Charlene 
See Hosler, Russell J. 
MORGAN, Raymond W. 

Accentuations in evaluating teacher person- 

nel. N Bus Ed Q 26: 26-28 My 
MORGENSTEIN, Melvin 

The relationship of admissions criteria to 
college success in certain business curricu- 
lums at the New York City community 
college of applied arts and sciences. J Bus 
Ed 34: 38 O 

MORRISON, Phyllis Caulfield 

A study of certain general education values 
of typewriting in the junior high school. 
University of Michigan, Ph.D. thesis °57 

MORTON, Gertrude J. 

An analysis of the gifted child related to 
business education. University of Southern 
California, M.S. thesis °57 

MOSCHEL, Ralph C. and John C. Roman 

Cincinnati uses the business approach to sell 

ae "a cae program. Bal Sheet 


MOSELEY, Eugenia 
Let’s turn to the cumulative record. Bus Ed 
Forum 12: 9-12 Ja 
MOSIER, Charles 
A study of the internship-in-accounting pro- 
gram. Kansas State Teachers College, Pitts- 
burg, M.S. thesis ’57 
MOSLEY, Zelda W. 
A follow-up of business graduates (Texas 
Southern university) from January 1950 
through August 1956. Texas Southern Uni- 
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MOSLEY, Zelda W. (continued) 
versity, M.S. thesis °57; N Bus Ed Q 27: 
54-55 O 
MOUSER, Marcella , 
Providing for the fast learner in general busi- 
ness. Amer Bus Ed 14: 237-38, 243 My 
MULKERNE, Donald J. D. 
See Ekblaw, Sidney F 
MUNGER, Dorothy 
See Weed, Frances 
MURPHY, Glen E. amid 
The technical assistance program in business 
education in Panama. Bus Ed Forum 12: 
31-33 My 
MURPHY, Seward 
A teaching manual for the printing calcula- 
tor. San Diego State College, M.A. thesis 
"57 


MUSE, Paul F. : 
Opportunities for growth in business educa- 
tion—from a four-year college point of 
view. Amer Bus Ed 15: 81-83 D 
and James M. Roberts ; 
Emerging programs of economic education 
in secondary schools. Amer Bus Ed Y 15: 
345-58 
MUSSELMAN, Vernon A. 
The business education curriculum. N Bus 
Ed Q 26: 29-34 My 
General business can be exciting. Bus Tchr 
36: 10 S-O 
Helping general business students to see, 
hear, and think. N Bus Ed Q 27: 32-37 D 
Teach bookkeeping in terms of daily living. 
Bus Ed World 38: 18 A 
Teaching basic business subjects is different. 
Bal Sheet 40: 55, 58 O 
Which generation’s leadership? Bus Ed Fo- 
rum 13: 1D 
See also Goodman, Kennard E. 
See also Price, Ray G. 
MYLES, J. C. 
Curriculum for new careers. Systems for Ed 
5: 13-14 S-O 





N 


NANASSY, Louis C. 
Business education index—1957. Delta Pi 
Epsilon. Gregg. 62 p 
Professional business educators. Bus Ed 
Newsletter (P-H) 2: 3 Spring 


NATIONAL association for business teacher edu- 


cation 

Better programs for business teacher prepa- 
ration. Bulletin 68. Harry Huffman, ed. 
United Business Education Association, 
1201 Sixteenth Street, N.W., Washington 
6, D. C. 24 p $1.25 

How to teach business subjects. Bulletin 69. 
Harry Huffman, ed. United Business Edu- 
cation Association, 1201 Sixteenth Street, 
N.W., Washington 6, D. C. 64 p $1.25 

National association for business teacher 
education—roster of institutional mem- 
bers, 1958-59. N Bus Ed Q 27: 60-64 D 

Proceedings of the 1958 convention. NABTE 
Bul 68: 13-21 

NATIONAL business teachers association 
Educating youth for economic competence 
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NATIONAL business teachers association 

(continued) 

American Business Education Yearbook, 
Vol. XV, 1958. H. G. Enterline, ed. Joint 
Publication Commission of the Eastern 
Business Teachers Association and the 
National Business Teachers Association. 
New York University Bookstore, 18 Wash- 
——— me New York 3, New York. 377 
p $3. 

Seventh annual problem clinic. W. C. Clark. 
Amer Bus Ed 14: 134-54, 190 Mr 

NATIONAL office management association 

Annual report and directory. National Office 
Management Association. 41 p Jl 

A business club with NOMA affiliation. 
Robert L. Cann. J Bus Ed 34: 85-86 N 

How NOMA’s spelling project works. Frank 
F. Sanders. Bus Ed World 39: 35 S 

NOMA aiunounces two new courses. William 
M. Polishook. Office Exec 33: 31 F 

NOMA day at the office. Ruth Pace. Bus Ed 
World 39: 28 S 

NOMA glossary of automation terms. 35 p $2 

NOMA survey. J Bus Ed 33: 264 Mr _ 

A new look—NOMA’s educational services. 
L. Millard Collins and James R. Taylor. 
Office Exec 33: 32-33 O 

_This is NOMA. Office Exec 33: 9 My 

NAY, Geneva 

Let students teach themselves and others 
about office standards. Bus Ed Forum 13: 
28-29 O 

NELSON, Julius 
Artyping. See issues J Bus Ed 
Typewriter mystery. See issues J Bus Ed 
NELSON, Roger H. , 

Psychological principles applied to shorthand 

instruction. Bus Ed Forum 13: 11-13 O 
NELSON, Ruby Lee 2 

The $100 approach to bookkeeping. Bus 

Tchr 36: 13 D-Ja 
NEMECEK, Carl F. 

Business education in northern Illinois public 
secondary schools, 1956-1957. Northern 
Illinois University, M.S. thesis °57 

NEWTON, Larry 

Developing personality traits in business 

classes. Bus Ed Forum 12: 16-19 Ja 
NIGHSWONGER, Robert E. 

Teaching practices, loads, and conditions 
related to a selected group of teachers. 
Kansas State Teachers College, Pittsburg, 
M.S. thesis °57; N Bus Ed Q 27: 55 O 

NOLAN, C. A. and Carlos K. Hayden 

Principles and problems of business educa- 

tion, 2nd ed. South-Western. 454 p $3.20 
NORE, Ella 

Medical terms in Gregg simplified. Today’s 

Sec 61: 39 O 
NORTON, Margaret 
Detailed for dictation. Today’s Sec 60: 25, 


48 Ap 
The fabulous world of facts. Today’s Sec 
61: 28, 62 O 
NORTON, Thomas L. 
Business communication and collegiate edu- 
og hy . administration. ABWA 
u : 
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OBERHOLTZER, Maxine 
The teaching of skills. Ball State C J 29: 13- 


15 My 
O'BRIEN, Cyril C. 

Learning creates buying and selling. Amer 

Bus Ed 14: 164-65 Mr 
OCCUPATIONAL information 

An analysis of specific duties of a selected 
group of office employees in the Durham 
area with implications for business educa- 
tion. Andrew Belle Cobb. North Carolina 
College, M.S. thesis °57 

An analysis of the duties of clerical em- 
ployees in the American steel and wire 
division of United States steel corporation, 
Worcester, Massachusetts. Frances Angela 
7 Boston University, Ed.M. thesis 

Are we helping our students face reality? 
Wilbert E. Scheer. Bus Ed World 38: 24- 
25, 38 Mr 

Choosing a business career. William Selden 
~~ Mary Ellen Oliverio. Pitman. 48 p 

Dealing with office truants. Frank M. Kleiler. 
Office 47: 106-11 My 

Desirable technical skills and other quailifi- 
cations for beginning office workers. 
Louise B. Fiess. Nat Assn Sec Sch Prin 
Bul 42: 158-59 S 

A dream of a job. Rollie Hochstein. Today’s 
Sec 61: 11-13 D 

Employment outlook for clerical workers. 
Bus Sch Exec 14: 54-55 Je 

40 ways to help your boss live longer. To- 
day’s Sec 60: 27 F 

How to cover a meeting. Peggy Norton Rol- 
lason. Today’s Sec 60: 13 Je 

How to keep your boss’ personal records. 
Peggy Norton Rollason. Today’s Sec 60: 
11, 59 Ap : 

Opportunities in office occupations. Estelle 
L. Popham. Vocational Guidance Man- 
uals, Inc., 1011 E. Tremont Ave., New 
York 60, New York. 100 p $1.65 

The present status of the requirements for 
beginning office workers in selected busi- 
ness offices in Buffalo, New York, 1956. 
Sister M. Sarah Doran. Catholic Univer- 
sity of America, M.A. thesis °57 

Problem clinic. Marilyn French. Today’s Sec 
60: 18-19, 52 Je 

The secretary speaks about her boss. Lucille 
Stegmiller. Bal Sheet 39: 257-58, 288 F 

Ships, steel, and shorthand. Mary Jollon. 
Today’s Sec 60: 13-15, 55 Ap 

A study of the job requirements of selected 
business offices in the greater Philadelphia 
area and the business curricula of the 
Community college of Temple university. 
William Ferrier Sassaman. Temple Uni- 
versity, Ed.D. thesis °57; J Bus Ed 33: 
175 Ja 

A study of the office occupations in Joliet, 
Illinois. Robert Guiterrez. Northern Mlli- 
nois University, M.S. thesis "57; N Bus 
Ed Q 27: 27-28 O 

A survey of the requirements for beginning 
office workers in industrial firms in Mus- 
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OCCUPATIONAL information (continued) 
catine, Iowa. Kenneth Lee Fread. State 
University of Iowa, M.A. thesis °57; N 
Bus Ed Q 27: 260 

A survey to determine the type of office 
machines used, number of employees 
hired, and educational preparation of the 
clerical employees in various offices in 
Hibbing, Minnesota. Alice L. Low. N Bus 
Ed Q 27: 49-50 O 

A teaching unit on job placement. Sister M. 
Leona. Cath Bus Ed R 9: 27-36 Je 

Verbatim varieties. H. Carman Sing. J Bus 
Ed 33: 155-56 Ja 

Views from the front office on co-operation. 
James M. Clark, Catherine R. Ready, and 
Ray Josephs. Today’s Sec 60: 7 Ja 

Views from the front office on loyalty. 
Thomas Wait and others. Today’s Sec 60: 
13 Mr 

Views from the front office on office attire. 
Carlton M. Barlow and others. Today’s 
Sec 60: 9 A 

Views from the front office on office friend- 
ships. Edward Farrell and others. Today’s 
Sec 60: 13 My 

Views from the front office on tardiness. 
Marjorie M. Taylor and others. Today’s 
Sec 60: 7 Je 

Views from the front office on the coffee 
break. Catherine R. Ready and Theodore 
H. Silbert. Today’s Sec 61: 11 N 

Views from the front office on the shirker. 
Lawrence M. Gelb and others. Today’s 
Sec 61: 11S 

Wanted! good office workers. Lois Helen 
Cole. J Bus Ed 33: 203-4 F 

Why can’t we do away with offices? W. D. 
Griffith. Office 48: 67-70 Ag 

OCZKOWSKI, Raymond 

See Grandfield, Raymond J. 

ODELL, Carmi J. 

Responsibilities of the department chairman. 
Amer Bus Ed 15: 56-57 O 

ODELL, Marion V. 

Business arithmetic: a “dirty” teaching as- 
signment? Bus Ed World 38: 28, 34 Je 

OESTERLING, Marie Ann 

The successful office supervisor. Bus Ed 
Forum 12: 19-20 My 

See also Havard, Joan E. 

OFFICE machines 

Advanced key-driven calculator course. Peter 
L. Agnew and Mary Margaret Brady. 
South-Western. 160 p $1.60 

Answer the ring of the teletypewriter. Doro- 
thy Leggitt. J Bus Ed 34: 101-2 N 

Business machines course. Paul Pactor and 
Mina Johnson. Pitman. 128 p $1.40 

Close-up on calculators. Barbara Habley. To- 
day’s Sec 60: 22-24 My 

Current practices and trends in office ma- 
chines in the Lee college, Baytown, Texas, 
area. Pauline Witter Kopecky. University 
of Texas, M.Ed. thesis °57 

Designed for dictation. Barbara Habley. To- 
day’s Sec 60: 23-25 Mr 

The development of a self-instructing man- 
ual for the Burroughs sensimatic F 100. 
Nicholas J. Cornelia. New York Univer- 
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OFFICE machines (continued) 

sity, Ed.D. thesis °57; N Bus Ed Q 27: 17 
O; J Bus Ed 34: 90 N 

The duties of bookkeeping machine opera- 
tors. Nicholas J. Cornelia. J Bus Ed 33: 
194-95 F ' ae 

Evaluation of machine-posting training. 
Nicholas J. Cornelia. J Bus Ed 33: 247-50 
Mr 

For typewriters only. Barbara Habley. To- 
day’s Sec 60: 16-17 Ja 

Innovations and improvements in office ma- 
chines. Mina M. Johnson and Bruce C. 
Shank. Ball State C J 29: 8-10, 18 F | 

Making long-range plans for office-practice 
equipment. Fred C. Archer. Bus Tchr 36: 
15 D-Ja rv 

The need for and proposed organization of 
an office machines course at San Leandro 
high school. Bernard Leebhoff. San Fran- 
cisco State College, M.A. thesis °57; N 
Bus Ed Q 27: 47 O 

New products. See issues Office ; 

The objectives of machine-bookkeeping 
training. Nicholas J. Cornelia. J Bus Ed 
33: 153-54 Ja 

Offer valuable office machine training. Way- 
land B. Thatch. Bal Sheet 39: 348-51 Ap 

Office machine practice, 5th ed. John G. 
Kirk, Wesley E. Scott, and Jacques A. 
Lurie. Rowe. 48 p $.96 

Office machines. Florence E. Richter. Ohio 
Bus Tchr 18: 45-46 Ap 

Office practice area report—machines. Mar- 
chant W. Eldridge and John E. Foristall. 
Amer Bus Ed 15: 10-17 O 

One machine, five advantages. J. H. Preston. 
Systems for Ed 4: 8 Ja-F 

One machine, many uses. Kermit M. Stover. 
Systems for Ed 4: 13-14 Mr-Ap 

Problems in office services. Loren E. Waltz. 
Bureau of Business Research, School of 
Business, Indiana University, Blooming- 
ton, Indiana. 114 p $1.50 

A proposed training program for operators 
of key drive calculators based on an analy- 
sis of work activities. Mary Margaret 
Brady. New York University, Ed.D. thesis 
°57; N Bus Ed Q 27: 13 O 

Report of office survey on uses and standards 
or the key-driven calculator. Mary Mar- 
garet Brady. Bus Ed Forum 13: 29-30 D 

Shorthand vs. dictating equipment. Ann L. 
Walker. Amer Bus Ed 15: 112-13 D 

A study to determine the optimum accom- 
plishments for Virginia high school stu- 
dents on certain office machines. Richard 
S. Greene. Virginia Polytechnic Institute, 
M.S. thesis °57; N Bus Ed Q 27: 27 O 

A survey of business machines used in 
selected business firms in Albuquerque, 
New Mexico. Lorene W. Auld. University 
of New Mexico, M.A. thesis °57; N Bus 
Ed Q 27: 10 0 

Survey of office machines in the Beloit, Wis- 
consin, South Beloit, Illinois, area. William 
J. McBride. N Bus Ed Q 27: 53 O 

A survey of the office machines used in the 
Port Washington, Wisconsin, area. An- 
tonia M. Sevenich. N Bus Ed Q 27: 66 O 

A survey of the types of office machines used 
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OFFICE machines (continued) 
in four major industries and _ selected 
offices of San Diego, California, and the 
training required for initial employment. 
Beatrice R. Getzen. San Diego State Col- 
lege, M.A. thesis ’56 

A teaching manual for the printing calcula- 
tor. Seward Murphy. San Diego State 
College, M.A. thesis °57 

Teaching office machines in the clerical prac- 
tice class. Mary E. Blanford. Bus Ed 
Forum 12: 31-32 Mr 

Use job sheets in machines training. Law- 
—_ W. Stein. Bus Ed World 38: 16-17, 

Value of maintenance contracts on office 
machines—a NOMA _ quarterly survey. 
Office Exec 33: 9-14 S 

What’s in an exploratory course in office 
machines? William A. Richards. Bal Sheet 
40: 17-21 S 

Where do we start in planning an office 
machines laboratory? Joseph F. Specht. J 
Bus Ed 33: 240-42 Mr 


OFFICE management 


An analysis of the work of the first-line office 
supervisor. Robert Paul Steinbaugh. Ohio 
State University, Ph.D. thesis "57; N Bus 
Ed Q 27: 71-72 O; Ohio Bus Tchr 18: 31, 
51 Ap; J Bus Ed 34: 134 D 

Charting office procedures. Office Exec 33: 
24-25 N 

Controlling office problems. T. A. Duck- 
worth. Office Exec 33: 36-38 Ag 

The dictation problems of business execu- 
ry Ray W. Arensman. N Bus Ed Q 27: 


Effective utilization of clerical services in 
selected public senior high schools. Wil- 
liam Calder. University of Washington, 
M.Ed. thesis °57 

How the supervisor can instill good working 
— M. V. Terracino. Office 48: 71-84 


~ 
The human element in office management. 
—— C. Robinson. J Bus Ed 34: 83-84 


Office administration in the future. Peter L. 
Agnew. Office Exec 33: 12-13, 18 F 

Office management and control, 3rd ed. 
George R. Terry. Irwin. 784 p $7.25 

Office management handbook, 2nd ed. Harry 
L. Wylie, ed. Ronald. 900 p $12 

The office personnel program at Teachers 
college, Columbia university. J. Curtis 
Hall. J Bus Ed 33: 21 

Problems of teaching office management. 
Amer Bus Ed 14: 153-54 Mr 

A “renaissance” in office management. W. C. 
Gill. Systems for Ed 4: 4-5 My-Je 

Standards in office promotion. Martha Hill. 
Bus Ed Forum 12: 17-18 My 

A study of office management courses in 
selected collegiate schools of business. 
Irene Place. Coll N & V 12: 10-12 D 

A study of the job procedures in the business 
Office at Kansas state teachers college, 
Pittsburg. Robert A. Ridley. Kansas State 
Teachers College, M.S. thesis °57 

A study of women in office management 
positions, with implications for business 
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OFFICE management (continued) 
education. Elfreda Maxine Rusher. Ohio 
State University, Ph.D. thesis °57; J Bus 
Ed 34: 38 O; N Bus Ed Q 27: 62-63 O; 
Ohio Bus Tchr 18: 25, 51 Ap 
The successful office supervisor. Marie Ann 
Oesterling. Bus Ed Forum 12: 19-20 My 
20 factors for appraising your office. Eugene 
J. Benge. Office 47: 8-9 F 
OFFICE training : 
Building better bookkeepers through integra- 
tion with office practice. Dean Clayton. 
Bus Ed Forum 13: 5-6 D 
Developing the “whys” and “hows” of office 
procedures. Alvin C. Beckett. N Bus Ed 
Q 27: 43-46 D 
Economic education through the vocational 
business courses. John A. Beaumont, Gil- 
bert Kahn, and Estelle Popham. Amer Bus 
Ed Y 15: 224-37 
Ever the twain must meet. Sister M. Therese. 
Cath Bus Ed R 9: 57-62 Ap 
General office practice. Fred C. Archer, Ray- 
mond F. Brecker, and John C. Frakes. 
Gregg. 512 p $3.84 
Good manners are good business. Marilyn 
French. Today’s Sec 61; 22-23 N 
Hotels make fine “laboratories.” Georgia 
Lou West. Bal Sheet 40: 117-19 N 
How to prepare tables and charts. Peggy 
tc, Rollason. Today’s Sec 60: 11, 54 
r 
How to select the best telegraph service. 
Peggy Norton Rollason. Today’s Sec 61: 
18, 45 D 
In-service office training. Ruth E. Thomas. 
Bus Ed Forum 12: 11-14 M 
Let’s not sell our students short. Ellen Butler. 
Bus Ed World 39: 4 D 
Making long-range plans for office-practice 
equipment. Fred C. Archer. Bus Tchr 36: 
15 D-Ja 
Motivation keeps office practice clicking. 
Fred C. Archer. Bus Tchr 36: 15 N 
Office practice—a survey of current litera- 
ture. Marjorie J. Saxon. University of 
Minnesota, M.A. thesis °57 
Office practice area report. Amer Bus Ed 
15: 6-18, 24 O 
The office practice course—how? what? 
why? Fred C. Archer. Bus Tchr 35: 12 F; 
12 Mr; 12 Ap; 8 My-Je 
Office-practice equipment: build it up by 
“corners.” Bus Ed World 39: 24-26 N 
Office practice in the one-teacher school. Lee 
J. Swartz. Bal Sheet 39: 240 Ja 
Office practice on a shoestring. Fred C. 
Archer. Bus Tchr 36: 15 S-O 
Practical training for “bread-and-butter” 
students. Ina Johnson and Oneida Max- 
well. Systems for Ed 4: 13-14 Ja-F 
Problems in office services. Loren E. Waltz. 
Bureau of Business Research, School of 
Business, Indiana University, Blooming- 
ton, Indiana. 114 p $1.50 
Problems in teaching proper attitudes for 
young office workers. Amer Bus Ed 14: 
154, 190 Mr 
A program that produces results in office 
ractice. Virginia D. Henning. Bal Sheet 
9: 219-21 Ja 
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OFFICE training (continued) 

Providing for the fast learner in office prac- 
tice. Loren E. Waltz and Ray W. Arens- 
man. Amer Bus Ed 14: 239-43 My 

Putting students in business. Luella A. Kel- 
logg. Systems for Ed 5: 8 S-O 

Standards in office motivation. Rufus Jones 
and Lytle C. Fowler. Bus Ed Forum 12: 
15-16 My 

A study of co-operative office practice work 
experience programs in a selected group 
of Kansas high schools. Joan F. S. Fitz- 

gerald. Kansas State Teachers College, 
Pitsburg, M.S. thesis °57; N Bus Ed Q 27: 


A terminal commercial program. John C. 
Greer. Systems for Ed 4: 11-12 My-Je 
The voice at the end of the line. Marion 

Arnold. Today’s Sec 60: 28-29, 46 F 
Wanted! good office workers. Lois Helen 
Cole. J Bus Ed 33: 203-4 F 
We A the cap between school and work. 
Elizabeth Sac. Bus Ed World 39: 20-22 D 
OLIVERIO, Mary Ellen 
The importance of stroke intensity in type- 
—e Bus Ed Newsletter (P-H) 2: 2 
a 
Instructional materials in shorthand and 
- ¢ etraaaitiataa Ball State C J 29: 5-7, 


New ae in the teaching of shorthand. 
Bus Ed Forum 13: 

Selected aids for Fox the and transcription. 
Bus Ed Forum 12: 29, 31 Ja 

See also Selden, William 

OLSEN, George S. 

Mechanization relieves a teacher shortage. 

Systems for Ed 4: 11-12 Ja-F 
OLSON, Donald Arthur 

A study of the status and trends of business 
education in the schools of vocational and 
adult education in Wisconsin. State Uni- 
versity of Iowa, M.A. thesis 57; N Bus Ed 
Q 27: 55-56 O 

OLSON, Harry, Jr. 

Some present practices in teaching advertis- 
ing and psychology of advertising cartoons 
with accompanying scripts for distributive 
education students. University of Minne- 
sota, M.A. thesis °57 

OLSON, Milton C. 

The effect of automation on business teachers. 
Bal Sheet 39: 252-54, 286 F 

See also Liles, Parker 

OLSON, Paul R. 

The professional economist and economic 

education. Coll N & V 11: 1-6 Mr 
OLSON, Velma Jewett 
Guidance can be a major contribution of the 
eee teacher. Bus Ed Forum 12: 7-9 
a 
ORNER, Louise J. 
re brief forms with the tachistoscope. 
World 38: 16, 31 F 
OSTNESS, Carol 

The guidance program in a junior college. 

Bus Ed Forum 12: 23-25 Ja 
O'TOOLE, Mary Courtney 

Three thousand eyes upon me. J Bus Ed 34: 

26-28 O 
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OVERLEY, H. M. 
A training program for pane who dic- 
tate. Office 48: 13-20 N 
OVSIEW, Leon and Samuel W. Caplan 
Pennsylvania studies DE in large cities. Am 
Voc J 33: 23 D 


P 


PACE, Ruth 
—7 day at the office. Bus Ed World 39: 


PACTOR, Fasl and Mina Johnson 
Business machines course. Pitman. 128 p 


PARKHURST, Charles G. 
English for 3rd ed. Prentice-Hall. 
440 p $3.72 
PARKS, * nema Eugene 
A study of non-teaching graduates of Kansas 
state teachers college, Pittsburg, from 
1950-1955. Kansas State Teachers College, 
Pittsburg, M.S. thesis °57 
PARRISH, Gloria Diane 
Filing yy be fun. Amer Bus Ed 15: 107-108, 
111 


PASEWARK, William R. 
The effectiveness of television as a medium 
= learning typewriting. J Bus Ed 33: 174 
a 
PASQUALINI, Francois 
Let’s sell shorthand to the layman. Bus Ed 
World 39: 18, 41 O 
Shorthand in ancient Rome. Bus Ed World 
38: 26, 36 Ap 
PATERNOSTER, Michael R. 
Some thoughts on shorthand methods. 
Ed Observer 29: 13, 24 F 
PAYNE, Vernon V. 
Let’s worry about ees Bus Ed News- 
letter (P-H) 2: 3 Fall 
PEAIRS, Lillian G. 
Transcription English. Bal Sheet 39: 343, 
384 Ap 
PECK, Charles E. 
Qualities employers look for in a college 
graduate. Coll N & V 12: 13-19 D 
PECK, Gladys 
Teaching a See issues Amer Bus Ed 
PEDERSEN, Marjorie Lamont 
A survey ~ the use of shorthand and type- 
writing by the graduates of Jackson col- 
lege, department of women in Tufts uni- 
versity. Boston University, Ed.M. thesis ’57 
PELLETT, Elizabeth A. 
Improvement of instruction in typewriting. 
us Ed Forum 13: 16-18 N 
PEMBERTON, Leroy A. 
See Archer, E. C. 
PENDERY, John A. 
Human relations in private business schools. 
Amer Bus Ed 15: 34-37 O 
See also Sherwood, J. F. 
PENMANSHIP 
Johnny will learn to write. Wesley E. Scott, 
Matthew M. Jasner, and Leon Rubin. J 
Bus Ed 33: 251-52 Mr 
PEPE, Philip S. 
Refresher typing in 24 hours. Gregg. 64 p 
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PERREAULT, John O. 

In Virginia—career candidates get jet assist 

from DE. Am Voc J 33: 12-13 N 
PERRY, Enos C. 

Outcomes of economic education. Amer Bus 
Ed Y 15: 19-40 

Salesmanship is important. Bus Ed News- 
letter (P-H) 2: 1, 3 Spring 

See also Haas, Kenneth B. 

PERRY, Richard S. 

A critical study of current issues in business 
education in the public junior colleges of 
California. N Bus Ed Q 26: 16-22, 27 Mr 

PERSONALITY 

Developing personality traits in business 
classes. Larry Newton. Bus Ed Forum 12: 
16-19 Ja 

Development of personal traits and work 
habits through clerical office practice. 
Helen Hinkson Green. Bus Ed Forum 12 
17-20 F 

The importance of role playing in developing 
employable personality. Elizabeth H. Har- 
rison. University of Texas, M.Ed. thesis °’57 

Personality plus. Sister Isabelle Marie. Bus 
Ed Newsletter 6: 4-5 D 

Plus values for your seniors. Katherine 
Cleven. J Bus Ed 33: 289-91 Ap 

Trends toward training for personality growth 
of the business student in secondary schools 
since 1900. Sister Mary Rosarita Poor- 
man. Catholic University of America, M.A. 
thesis °57; N Bus Ed Q 27: 59 O 

PETERSON, Eugene E. 

Consumer education—an essential part of the 
business education a. Northern Iili- 
nois University, M.S. thesis "57; N Bus Ed 


PETERSON, James S. 

Crossword puzzles for the classroom. J Bus 
Ed 34: 50 O 

See also Davis, Allen H. 

PETERSON, Vernon G. 

A study of savings and investments taught in 
the high school. Northern Illinois Uni- 
versity, M.S. thesis °57; N Bus Ed Q 27: 
56-57 O 

PETRO, Peter 

Student aptitudes and abilities correlated 
with achievement in first semester high 
school bookkeeping. Iowa State Teachers 
College, M.A. thesis °57; N Bus Ed Q 27: 
57-58 O 

PHELAN, Doris N. 
Springboard to the payroll. Bus Ed Forum 
12: 20-22 Ja 
PHELAN, Grace 
See Hodel, Wilverda 
PHELPS, Beatrice V. 

A statistical study of the relationship be- 
tween bookkeeping marks and four predic- 
tive factors. University of Southern Cali- 
mW M.S. thesis "57; N Bus Ed Q 27: 

PHELPS, Winona 

Planning a home: a summarizing aetivity for 
the consumer buying units. Bus Ed Forum 
12: 29 My 

PHILIP, Manfred E. 
Pegboard accounting. J Bus Ed 33: 196-98 F 
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PHILLIPS, John 
A calendar of shorthand bulletin boards. Bus 
Ed World 39: 17-19 S 
PHILLIPS, Sidney H. 
Standards of performance—how to make and 
use them. Office Exec 33: 13-16 Mr 
PHILOTOFF, Lila 
More basic business for rural schools. Bal 
Sheet 39: 202-4, 211 Ja 
PIERSON, Alvin Peter 
Contributions of business law to general edu- 
cation and the development of course mate- 
rials for use at a state college. Stanford 
University, Ed.D. thesis °57 
PIETTE, Ruth B. 
Shorthand via tv. Jun Col J 29: 101-105 O 
PINEAULT, John L. 
See DeBrum, S. Joseph 
PINKSTON, Mary Clay 
Teacher education in relation to recently re- 
vised practices in Tennessee. New York 
University, Ed.D. thesis °57 
PITNER, Mary : 
A multi-purpose grading-record envelope. 
Bus Tchr 35: 9 Mr 
PLACE, Irene 
Administrative systems analysis. University 
of Michigan, °57 
Automation and clerical office practice. Bus 
Ed Forum 12: 14-16 F 
A study of office management courses in 
selected collegiate schools of business. Coll 
N & V 12: 10-12 D 
and Charles B. Hicks 
College secretarial procedures, 2nd ed. Gregg. 
592 p $4.25 
PLACEMENT 
Placement and then follow-up. Inez Ahler- 
ing. Amer Bus Ed 14: 157-59, 190 Mr 
PLYMIRE, Boyd G. 
Integrating slower and faster beginning typ- 
ists. J Bus Ed 33: 350 My 
POLAND, Robert 
The teletrainer takes over. Bus Ed Forum 


POLISHOOK, William M. 
Economic education through separate courses. 
Amer Bus Ed Y 15: 150-60 
The effect of automation on training. Bus 
Sch Exec 14: 41-50 Je 
MA announces two new courses. Office 
Exec 33: 31 F 
POLLACK, Molly K. 
—— the tape recorder. J Bus Ed 33: 310 


Pp 
POND, A. Smith | 
The challenge of general education to the 
economist. Coll N & V 11: 1-5 My 
POOL, R. M. 
< pen of accounting. Jun Col J 29: 169 


POORMAN, Sister Mary Rosarita 
Trends toward training for personality 
growth of the business student in secondary 
schools since 1900. Catholic University of 
yo M.A. thesis 57; N Bus Ed Q 27: 
POPHAM, Estelle L. 
Method in our madness. J Bus Ed 33: 146-47 


a 
Opportunities in office occupations. Voca- 
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POPHAM, Estelle L. (continued) 
tional Guidance Manuals, Inc., 1011 E. 
Tremont Ave.. New York 60, New York. 
100 p $1.65 
See also Beaumont, John A. 
PORTER, Gerald A. 

Challenges in basic business. Bus Ed Forum 
12: 9-12 Mr 

Five objectives of clerical office practice. Bus 
Ed Forum 12: 6 F 

PORTER, Leonard J. 

The creative business teacher. Bus Ed News- 
letter (P-H) 2: 1, 4 Spring 

Proven teaching techniques. Bus Ed News- 

letter (P-H) 2: 4 Fall 
and Jack Grossman 

Office practice area report—clerical practice 
and filing. Amer Bus Ed 15: 17-18, 24 O 

POST, Katherine 

Terminal training for high school business 

students. Bal Sheet 39: 248-51 F 
POSTON, Charles S., Jr. 

Using sixteen-millimeter films in business 
education—a bibliography. University of 
Minnesota, M.A. thesis °57 

PRESTON, J. H. 

Common sense in lighting. Systems for Ed 
4: 9-10 Mr-Ap 

A functional community center. Systems for 
Ed 4: 6-7 My-Je 

One machine, five advantages. Systems for 
Ed 4: 8 Ja-F 

The school’s function in the electronics age. 
Bus Ed Observer 30: 4, 16 N 

PRICE, A. I. 
Elvis Presley helped my bookkeeping class. 
Amer Bus Ed 15: 121-22 D 
PRICE, Ray G. 
—e of unification. Bus Tchr 36: 4 
-Ja 

Emerging programs of economic education. 
Amer Bus Ed Y 15: 359-68 

Opportunities for growth in basic business 

education. Amer Bus Ed 15: 76-80 D 
= and — A. , eagenen 
eneral business for everyday living. Gregg. 
576 p $3.72 — . - 
PRITCHARD, J. G. 
A law forum assembly. Bal Sheet 39: 223 Ja 
PRONSKI, Frances Angela 

An analysis of the duties of clerical employ- 
ees in the American steel and wire division 
of a a steel corporation, Wor- 
cester, Massachusetts. Boston Universit 
Ed.M. thesis °57 oe 

PRZYCHODZIN, Joe 

Supervising the typewriting class. J Bus Ed 

33: 201-202 F 
PUBLIC relations 

Employment as good public relations. Verner 
L. Dotson. N Bus Ed Q 26: 45-48 My 

How to handle a photo assignment. Peggy 
Norton Rollason. Today’s Sec 60: 9, 55 F 

How to help prepare a business release. 
Peggy Norton Rollason. Today’s Sec 60: 

, oa 40 ~. 

nforming the community. Grace Bovard. 
Amer Bus Ed 14: 183-84 Mr 

Public or community relations. Jok. N. 

Given. N Bus Ed Q 26: 38-44 My 
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PUBLIC relations (continued) 

Public relations. Cleveland M. Bailey. Bus 
Sch Exec 14: 3-7 Mr 

The PR factor: FBLA provides a way. Bus 
Ed Forum 12: 40 My 

Public relations in private business schools. 
A. C. Hermann. Amer Bus Ed 15: 104- 
106 D ; 

Public relations in your community of serv- 
ice. R. Frank Harwood. Amer Bus Ed 15: 
99-100 D 


Q 


QUARVE, Jean M. 
Selection procedures of beginning office per- 
sonnel. N Bus Ed Q 27: 59-60 O 
QUIGLEY, Mary A. 
The certified professional secretary. Bus Ed 
Observer 29: 11, 25 F 


R 


RAGAN, Helen 
See Martin, Doris 
RAHE, Harves 
Business letters for typing, 2nd ed. Pitman. 
92 p $1.20 
RAINEY, Bill G. 
Reversing entries made easy. Amer Bus Ed 
15: 62-63 O 
Stimulate economics students with supple- 
mentary aids. Bus Ed World 38: 26-28 My 
Suggestions for the beginning economic geog- 
raphy teacher. Bal Sheet 39: 393-94, 396 


y 
Too much beef and not enough dessert in 
typewriting. Amer Bus Ed 15: 120-21 D 
What’s new in shorthand education? J Bus 
Ed 34: 69-71 N 
Why the high mortality rate in bookkeeping? 
Bus Ed World 39: 29, 41S 
READY, Catherine R. 
See Clark, James M. 
——and Theodore H. Silbert 
Views from the front office on the coffee 
break. Today’s Sec 61: 11 N 
REAMER, Jane 
An analysis of business education curricular 
patterns in public, comprehensive, sec- 
ondary schools in cities of the United 
States with a population between 300,000 


and 600,000. Ohio State University, M.A. 


thesis °57 
REDDICK, E. Louise 
A comparative study of required business 
education courses in selected universities: 
implications for Evangel college. Univer- 
sity of Texas, M.B.A. thesis °57 
REED, Clinton A., Hobart H. Conover, and 
Robert E. Stearns 
a to business. Allyn & Bacon. 495 


p $3. 
REED, JACK 
An analysis of selected factors influencing 
enrollment in state-reimbursed distributive 
education programs in Iowa high schools. 
Iowa State Teachers College, M.A. thesis 
"57; N Bus Ed Q 27: 60-61 O 
REICHERTER, Richard F. 
Business teachers—be active in the affairs of 
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REICHERTER, Richard F. (continued) 
wy community. Bus Ed Newsletter 6: 


REID, Jayne 
Recipe for teaching slow learners to type. 
Bus Ed World 38: 24-25 Ja 
REIGEL, Charles E. 
Handling finances for the high school. Bus 
Ed World 38: 33-35 Ja 
REIGNER, Charles G. 
Production typing. Rowe. 32 p $.40 
———s speed tests, 2nd ed. Rowe. 47 p 





and Walter S. Rygiel 
Rowe typing, 4th ed. Rowe. 315 p $3.16 
REILLY, John F. 
Using the tape recorder in business arithme- 
tic. Bal Sheet 40: 60-62 O 
RESEARCH 
Analysis and criticism of research in business 
education, 1952-1956. William C. Him- 
street. Bal Sheet 40: 148-50 D 
An evaluation of a questionnaire for com- 
munity surveys. Roger Boerger. University 
of Minnesota, M.A. thesis °57 
Improved research in business education. 
Dean R. Malsbary. N Bus Ed Q 26: 5-6 


r 

The logic of drawing inferences from re- 
search data. Leonard J. West. J Bus Ed 
33: 207-10 F 

The nature of research in shorthand and 
typewriting, 1953-56. Leon J. Brown. Uni- 
a of Southern California, M.S. thesis 


Research for classroom teachers. I. David 
Satlow. See issues J Bus Ed 

Research in business education completed or 
under way in 1957. Hollis Guy. N Bus Ed 
Q 26: 35-55 Mr 

Research roundup. C. E. Ginder. See issues 
Office Exec 

Review of research in typewriting learning 
with recommendations for training. Leon- 
ard J. West. PB 135925. Office of Techni- 
cal Services, United States Department of 
Commerce, Washington 25, D. C. 

The school—a research agency for retail 
merchants. Eric Sedwick Stein. J Bus Ed 
33: 334-35 My 

Six years of research reporting in business 
education. I. David Satlow. J Bus Ed 33: 
343 My 

What’s the matter with research in business 
education? Leonard J. West. Delta Pi Epsi- 
lon J 2: 260 

RETAILING 

Any sputniks for retailing? Frances S. Hardin. 
J Bus Ed 34: 20-22 O 

Here’s your “change” in retailing. George S. 
Bigler. Bus Ed World 38: 29 Ja 

The school—a research agency for retail 
merchants. Eric Sedwick Stein. J Bus Ed 
33: 334-35 My 

RICE, S. Ada 
See Cadwallader, Laura H. 
RICHARDS, William A. 
—e the mimeoscope. J Bus Ed 34: 116-1 


What’s in an exploratory course in offic 
machines? Bal Sheet 40: 17-21 §S 
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RICHTER, Florence E. 
Office machines. Ohio Bus Tchr 18: 45-46 


Ap 
RICKSEN, Helen S. 
See Bendixen, Ethel T. 
RIDLEY, Robert A. 

A study of the job procedures in the business 
office at Kansas state teachers college, 
Pittsburg. Kansas State Teachers College, 
M.S. thesis °57 

RIEMER, Edwin and Louis Liebling 

Tabulation. Pitman. 80 p $1.40 

RISTAU, Robert A. 

The extent to which bookkeeping preparation 
is necessary and desirable for beginning 
office jobs in the Madison (Wisconsin) 
area. University of Wisconsin, M.S. thesis 
57; N Bus Ed Q 27: 61 0 

ROACH, J. Kenneth 

Required membership in professional teach- 
ers’ groups? J Bus Ed 33: 327-28 My 

Should teachers have five years of training? 
Bus Ed World 38: 19 Mr 

The test—an instructional device for home- 
work. Typ News 28: 4, 6 

ROBECK, Shirley A. 

A procedure for evaluating Minnesota diver- 
sified vocations clubs (MDVC). University 
of Minnesota, M.A. thesis °57 

ROBERTS, James M. 

See Muse, Paul F. 

ROBERTS, John, Jr. 

A survey of employers’ opinions of students 
participating in the diversified cooperative 
training program in Clearwater, Florida. 
7 State Teachers College, M.A. thesis 
"5 


ROBERTS, Margaret S. and William Calder 

The quality approach to typing. Bus Ed 

World 39: 12-15 D 
ROBERTS, Ruth L. 

Do you grade accuracy in typing? J Bus Ed 

33: 157-58 Ja 
ROBINSON, David M. 
A first assignment for your letter writers. 
ABWA Bul 22: 6-8 My 
ROBINSON, Lucy 
See Fuller, Donald 
ROBINSON, Stanley C. 

The human element in office management. 

J Bus Ed 34: 83-84 N 
ROCKHOLD, Villora G. 

A survey of the business education programs 
in a selected group of high schools in 
northeast Kansas. Kansas State Teachers © 
College, Pittsburg, M.S. thesis °57; N Bus 
Ed Q 27: 62 O 

ROE, H. M. 

Use of the audograph in secretarial science. 

Jun Col J 29: 39 S 
ROGERS, Stella 

Student stenographers operate a school type- 
writing service. Bus Ed Forum 12: 22 A 

Student treasurers apply bookkeeping princi- 
ples. Bal Sheet 39: 340-42 Ap 

ROHDE, Joyce Alberta 

The employment status of Spanish-American 
office workers in selected areas. University 
of Colorado, M.B.E. thesis ’57 
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ROLLAND, Kermit 
Is the business letter obsolete? ABWA Bul 
22: 17-21 F 
ROLLASON, Peggy Norton 
How to cover a meeting. Today’s Sec 60: 13 


Je 
How to handle a photo assignment. Today’s 
Sec 60: 9, 55 F 
How to handle routine business law prob- 
lems. Today’s Sec 60: 11, 54 My 
How to help prepare a business release. To- 
day’s Sec 60: 13, 40 Ja 
How to keep your boss’ personal records. 
Today’s Sec 60: 11, 
How to prepare a business report. Today’s 
Sec 61: 12, 54 N 
How to prepare material for the printer. To- 
day’s Sec 61: 20 
How to prepare tables — charts. Today’s 
Sec 60: 11, 54 Mr 
How to select the best telegraph service. To- 
day’s Sec 61: D 
ROMAN, John C. 
Typewriting-clerical practice for junior high 
school students. Bus Ed Forum 13: 24 D 
See also Moschel, Ralph C. 
ROOKE, Jerome 
See Skul, Rudolph, Jr. 
ROSCH, William 
See Gaines, Edythe 
ROSENBERG, Arvie A. 
Learning units in bookkeeping. University of 
Minnesota, M.A. thesis °57 
ROSENBERG, R. Robert 
Ask the experts. See issues Today’s Sec 
Business mathematics, principles and prac- 
tice, complete, 5th ed. Gregg. 576 p $3.84 
Essentials of business mathematics, Sth ed. 
revised. Gregg. 384 p $3.12 
—_ —_ in Gregg simplified. Today’s Sec 


ROSENBLUM, Irving 
Business law paster-glasiet. See issues Bus 
Ed World 
ROSENWINKEL, Howard C. 
Employer-employee and co-worker relations 
problems of cooperative part-time train- 
=. University of Minnesota, M.A. thesis 


ROSS, Kenton E. 

Building better bookkeepers through integra- 
tion with business arithmetic. Bus Ed 
Forum 13: 7-9, 30 D 

ROSSELL, James H. 

Teaching elementary accounting by the dem- 
onstration problem method. Coll N & V 
11: 7-9 M 

ROWE, Clair D. 

Digest of readings in business education. 
Ball State C J 29: 9-10, 18 My 

Product information for high - sales- 
manship. Bus Ed Forum 12: 30, 34 F 

ROWE, John L. 

The crisis of objectives and business teacher 
preparation. Bal Sheet 39: 195 Ja 

Economic and social forces changing the 
business curriculum. Cath Bus Ed R 10: 
27-39 N 

—— learners to typewrite. N Bus Ed Q 
27: 11-15 D 

Work pa ll the pros and the cons. Bus 
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ROWE, John L. (continued) 
Ed World 39: 22-25, 36 S; Cooperative vs. 
simulated programs. 30-33 O 

——and Alan C. Lloyd 

Gregg typing, 2nd ‘ot. Gregg. One-yr. course, 
208 p $2.96; adv. course, 160 p $2.84; 
complete course, 367 p $3.56 

ROYSTER, John W. 

A comparative survey of business training at 
Mather academy and Kershaw county 
(S.C.) public high school. North Carolina 
College, M.S. thesis °57 

RUBIN, Leon 

See Scott, Wesley E. 

RUEGG, Robert J. ; 

Typewriting standards in business. Bus Ed 
Forum 13: 29-30 N 

RULE, E. A. 

The businessman speaks about his secretary. 
Bal Sheet 39: 295-97 Mr; Ohio Bus Tchr 
18: 19-23 Ap 

Schools and industry can work together. Am 
Voc J 33: 14-15, 22 D 

RUNGE, William 

Changing concepts of secondary school dis- 
tributive education. Bus Ed Forum 12: 
15-17 Ap 

RUSHER, Elfreda Maxine 

A study of women in office management po- 
sitions, with implications for business edu- 
cation. Ohio State University, Ph.D. thesis 
°57; J Bus Ed 34: 38 O; N Bus Ed Q 27: 
62- 63 O; Ohio Bus Tchr 18: 25, 51 Ap 

RUSSELL, Raymond B. 

Basic business—basic to what? Bus Ed 
Forum 12: 6 Mr 

Why not add a basic business course to your 
business education program. Bus Ed News- 
letter 6: 7-8 O 

RYAN, Leo V. 

The national association of legal secretaries. 

Cath Bus Ed R 10: 14-17 N 
RYGIEL, Walter S. 
See Reigner, Charles G. 


S 


SAARSALMI, Meeri 
Some aspects of the thought underlying 
higher education for business in the United 
States. J Bus Ed 34: 38 O 
SAC, Elizabeth 
We bridge the gap between school and work. 
Bus Ed World 39: 20-22 D 
SALESMANSHIP 
The American salesman—an institution. 
Carol Lyttle. Bus Sch Exec 14: 88-89 S 
Creative selling. Grant L. Clarke, Am Voc J 
33: 23-24 Ja 
General education values of salesmanship. 
Forrest L. Mayer. Bus Ed Forum 12: 30, 
33 My 
The how’ s of salesmanship. William C. 
Knaak. Bus Ed World 38: 27-28 Ap; 29 
My; 39: 19-20 O 
Let’s teach the how’s of salesmanship. Wil- 
liam C. Knaak. Bus Ed World 38: 24-26 F 
A manual of successful devices for teaching 
salesmanship. William C. Knaak. Univer- 
sity of Minnesota, M.A. thesis °57 
Product information for high school sales- 
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SALESMANSHIP (continued) 
manship. Clair D. Rowe. Bus Ed Forum 
12: 30, 34 F 
Sales horizons. Kenneth B. Haas and Enos 
C. Perry. Prentice-Hall. 416 p $3.72 
Salesmanship is important. Enos C. Perry. 
Bus Ed Newsletter (P-H) 2: 1, 3 Spring 
Seven sales filmstrips for use in training re- 
tail store salespeople. Ladale A. Lorenz. 
University of Minnesota, M.A. thesis °57 
Ten tips on sales psychology. Bus Sch Exec 
14: 59-60 Je é 
Twelve pointers to enliven merchandising- 
salesmanship classes. I. David Satlow. Bus 
Tchr 36: 13 S-O 
SALSER, Carl W., Jr. 
Our business education associations at work. 
Bus Educ 1: 23 Fall 
SAMMATARO, Rosemarie 
See Ferrarese, Helen 
SANDAGE, C. H. and Vernon Fryburger 
Advertising: theory and practice, Sth ed. 
Irwin. 650 p $7 
SANDERS, Frank F. 
How NOMA’s spelling project works. Bus 
Ed World 39: 35S 
SANDERS, Sister Marie Loyola 
A follow-up study of the graduates of Saint 
Teresa’s academy, Kansas City, Missouri, 
for the years 1952 to 1956 inclusive. 
Catholic University of America, M.A. the- 


SANDERS, William J. 
A look ahead at the high school curriculum. 
Bal Sheet 40: 154-58 D 
SASSAMAN, William Ferrier 
A study of the job requirements of selected 
business offices in the greater Philadelphia 
area and the business curricula of the 
Community college of Temple university. 
Temple University, Ed.D. thesis °57; J 
Bus Ed 33: 175 Ja 
SATLOW, |. David 
Attending to the previous day’s bookkeeping 
assignment. Bal Sheet 40: 9-10, 13 S 
Basic principles to the teaching of bookkeep- 
ing. J Bus Ed 34: 67-68 N 
Current thought on the teaching of book- 
keeping. J Bus Ed 34: 31-33 O 
Developing the “competency of parties” con- 
cept. Bus Ed World 39: 32-33, 37 N 
49 ways to save time in the bookkeeping 
class. Bus Tchr 35: 14 Ap; 10 My-Je 
How’s and why’s of uniform examinations. 
Bus Ed World 38: 17-18, 32 Ja 
“I'd like to have my program changed.” Bus 
Ed World 38: 15-17 Mr 
Let’s demathematize bookkeeping! Am Voc 
J 33: 25-26 Ap; H Points 40: 26-30 My 
omens your own home. J Bus Ed 33: 161-63 


a 

Profile of the successful bookkeeping teacher. 
Amer Bus Ed 15: 25-27, 31 O 

Reaching your bookkeeping students. J Bus 
Ed 34: 127-28 D 

—— for classroom teachers. See issues 

us 

Selection and assignment of business teach- 
ers. N Bus Ed Q 26: 20-22, 25 My 

Six years of research reporting in business 
education. J Bus Ed 33: 343 My 
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SATLOW, |. David (continued) ad 
Twelve pointers to enliven merchandising- 
salesmanship classes. Bus Tchr 36: 13 S-O 
SAVIANO, Joseph D. ; : 
A survey of business organizations in Chi- 
cago Heights and their —_ 
excursions by high school business c S. 
Northern Illinois University, M.S. thesis 
°57; N Bus Ed Q 27: 63 O 
SAVIGNANO, Jennie C. 
Teaching business English. J Bus Ed 33: 
212-13 F 
SAWATZKY, Jasper J. 
How the small school can combine advanced 
typing, shorthand. Bus Ed World 39: 34, 


Let’s challenge all shorthand students. J Bus 
Ed 33: 243-44 Mr 


SAWYER, N. Mae 
Ask the experts. See issues Today’s Sec 
SAXON, Marjorie J. 
ce practice—a survey of current litera- 
a University of Minnesota, M.A. thesis 


SCHAPPER, Beatrice and Herbert Askwith 

We're high-hatting shorthand. Nat Ed Assn 
can ie 242-44 Ap; Amer Bus Ed 15: 109- 

SCHEER, Wilbert E. 

Are we helping our students face reality? 
Bus Ed World 38: 24-25, 38 Mr 

Automation and the office. Office Exec 33: 
10-12, 21 Ja 

SCHEIB, John C., Jr. 

A look at industrial management education. 

Coll N & V 12: 9-11 0 
SCHMALE, Verne E. 

A comparison of achievement of students 
using electric and manual typewriters. N 
Bus Ed Q 27: 78 O 

SCHROEDER, Lowell J. 

The teacher’s role in student understanding 
of the closing entries. Bus Ed Forum 12: 
23-24 Ap 

SCHULTZ, Richard J. 

Important implications of automation for 
business education. N Bus Ed Q 27: 64-65 
O 


SCHWARTZ, Dorothy H. 

The case of the reluctant stenographer. Bus 
Ed World 38: 18, 39 Mr 

It’s we teachers now. H Points 40: 5-9 My 

SCHWARZAPEL, Josephine 

Pharmaceutical terms in Gregg simplified. 

Today’s Sec 60: 12 Ja 
SCOLNICK, Arnold H. 

The development of a merchandise educa- 
tion course of study for New York City 
high schools. New York University, Ed.D. 
thesis °57 

SCOTT, Frederick 

The distributive education student. Bus Ed 

Observer 29: 6, 23 My 
SCOTT, Wesley E. 

See Kirk, John G. 

—— Matthew M. Jasner, and Leon Rubin 

— will learn to write. J Bus Ed 33: 251- 


r . 
SCUDDER, Robert A. 
bir *, ate of IDP. Office Exec 33: 13 15, 
a 
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SEAGOE, May 
See Engle, "Shirley H. 
SECRETARIAL training 

An analysis of secretarial science curriculums 
in public and private junior colleges in the 
United States. Zenobia Tye. Ohio State 
University, Ph.D. thesis °57; N Bus Ed Q 
27: 76 O; J Bus Ed 34: 90 N; Ohio Bus 
Tchr 18: 33, 51 Ap 

An annotated compilation of motivating de- 
vices to be used in the teaching of high 
school secretarial practice. Olen Gene 
Bradshaw. Northeast Missouri State Teach- 
ers College, M.A. thesis ’57 

An appraisal of curricular and personal com- 
ponents of the stenogra re training of the 
Detroit high school of commerce. Leffie 
Louise Harris. Wayne State University, 
M.S. thesis "57; N Bus Ed Q 27: 29-30 O 

Ask the experts. Madeline S. Strony. See 
issues Today’s Sec 

A caper that clicked. Sister M. Anne Joseph. 
Cath Bus Ed R 10: 20-22 N 

College secretarial procedures, 2nd ed. Irene 
Ser: and Charles B. Hicks. Gregg. 592 p 


Developing secretarial production and job 
competency. Thelma A. Worth. Amer Bus 
Ed 15: 50-53 O 

Handbook for the legal secretary. Louis A. 
— and Kenneth Coffin. Gregg. 378 p 


4. 
re stenographic help. J Bus Ed 33: 


New opportunities for secretarial programs 
in colleges. Kenneth B. Coffin. Bal Sheet 
39: 201, 211, Ja 

Secretaries for doctors. Carolyn E. Chapman. 
J Bus Ed 33: 323-24 M 

The secretary at work, 2nd ed. Madeline 
Strony and M. Emily Greenaway. Gregg. 
154 p $2.40 

The secretary speaks about her boss. Lucille 
Stegmiller. Bal Sheet 39: 257-58, 288 F 

The stenographic program in the Detroit 
high school of commerce. Leffie Louise 
Harris. J Bus Ed 33: 226 F 

A survey of the course offerings and credit 
procedures in the secretarial subjects in 
State colleges and universities. Mae M. 
Dolezal. University of Wisconsin, M.S. 
thesis °57; N Bus Ed Q 27: 19-20 O 

A survey of the medical secretarial program 
offered in junior colleges of the United 
States. Margaret S. Ford. Boston Univer- 
sity, Ed.M. thesis °57 

Terminal training for high school business 
students. Katherine Post. Bal Sheet 39: 
248-51 F 

A time study of activities and responsibilities 
of secretaries with implications for the 
training of prospective secretaries. Virginia 
Eleanor Casebier. Northwestern Univer- 
sity, Ph.D. thesis °57; N Bus Ed Q 27: 15- 
16 O; J Bus Ed 34: 134 D 

SECRETARIES 

Analysis of legal secretaryship. Kenneth E. 
Martin. Bus Ed Newsletter 5: 6-9 Ap 

be businessman —— about his secretary. 

A. Rule. Bal Sheet 39: 295-97 Mr; 
Ohio Bus Tchr 18: 19-23 Ap 
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SECRETARIES (continued) 
Chicago looks at “the secretary.” Bus Sch 
Exec 14: 82-83 S 
Flying secretary. Nancy Winters. Today’s 
Sec 60: 27 My 


In focus: the educational secretary. Today’s 
Sec 61: S 

It isn’t really work. Stanley Englebardt. To- 
day’s Sec 60: 15-17, 51 Je 

The practical secretary. Margaret Bibb. Cath 
Bus Ed R 9: 25-29 Ap 

Profile of a typical nw, A Eleanor Case- 
bier. Bus Ed World 39: 26-27, 33 O 

The secretary talks. Lucy Graves Mayo. To- 
day’s Sec 61: 16-17, 37-38 D 

Study of outstanding secretaries. Gene Mc- 
Cann. Bal Sheet 39: 311 Mr 

What’s your SEQ? (secretarial efficiency 
qt seti,'s ae Keaton. Today’s Sec 

Workshop & 5. Lucy Rose Adams. 
Systems for Ed 5: 8 N-D 

SEDENBERG, Linda 

Motivating devices for teaching shorthand 

and typewriting. N Bus Ed Q 27: 65 O 
SEELIGER, Sharon L. 

Building better bookkeepers through integra- 
tion with distributive education. Bus Ed 
Forum 13: 13-14 D 

SEELYE, Alfred L. 
Marketing in transition. Harper. 337 p $4.50 
SELDEN, William 

Emphasis on economic competency. Systems 
for Ed 5: 6-7 S-O 

Why use electrics? motives and methods. 
Bus Ed World 39: 30-33 § 

—— and Mary Ellen Oliverio 
Coss a business career. Pitman. 48 p 


SERRINO, Andrew 
Student teaching—never a dull moment! Bus 
Ed Observer 29: 22-23 My 
SEVENICH, Antonia M. 
A survey of the office machines used in the 
Port Washington, Wisconsin, area. N Bus 
Ed Q 27: 66 O 
SEVERSON, L. C. 
Urgent ‘problems of distributive education 
and diversified occupation teacher-coordi- 
nators. University of Minnesota, M.A. the- 


sis °57 
SEWALL, Charles L. 

Making records work at Burdett college. Bus 

Sch Exec 14: 18-24 Mr 
SEWELL, Harry F. 
Economic education in private business 
schools. Amer Bus Ed Y 15: 105-12 
SHANK, Bruce C. 
See Johnson, Mina M. 
SHAW, Charles A. 

Books and articles worth reading. See issues 
ABWA Bul 

A new approach to the punctuation of dic- 
tated messages. ABWA Bul 23: 7-11 N 

SHAWVER, Donald L. 

Student attitudes and opinions about college 
and university teaching. Coll N & V 11: 
18-19 Mr 

SHELDON, DuWayne M. 

An analysis of the extra-curricular activities 

sponsored by three classes of business 
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SHELDON, DuWayne M. (continued) 
education teachers graduated from Wis- 
consin state college, Whitewater. Univer- 
sity of Wisconsin, M.S. thesis 57; N Bus 
Ed Q 27: 81-82 O 

SHELOR, Nola V. 

An experiment to determine whether three- 
minute timed writings are as effective as 
five-minute timed writings in the develop- 
ment of basic typewriting skill. Virginia 
Polytechnic Institute, M.S. thesis °57; N 
Bus Ed Q 27: 67-68 O 

SHERMAN, Marsdon A. 

The “third ear” is best for listening. Bal 
Sheet 39: 356-57 Ap 

SHERRY, John C. 

Education for automation. Systems for Ed 
4: 4-5 Ja-F 

SHERWOOD, J. F. and John A. Pendery 

Accounting for payroll deductions. South- 
Western. 16 p $.20 

SHIPKA, Emil 

A survey of state supervision of distributive 
education in the United States and terri- 
tories. University of Minnesota, M.A. the- 
sis °57 

SHORTHAND 

Achieving a more successful role for sten- 
ography in the high school curriculum. 
ye C. Good. Bus Ed Forum 12: 21, 

Pp 

Advanced shorthand, prelude to the office 
job. Dorothy Mae Condon. Bus Ed Forum 
12: 27, 29 Mr 

Ask the experts. Charles E. Zoubek. See is- 
sues Today’s Sec 

Briefhand—an evening school hit! Patricia 
a Ballantyne. Bus Educ 1: 24-25 

a 

Briefhand basic theory and speed building 
records. Mearl R. Guthrie and Theodore 
Yerian. Allied. 7 - 45 rpm records per 
ey Album $9.95; individual records 


Briefhand dictionary. Theodore H. Carter, 
Grant C. Angell, and Glenn E. Hill. Allied. 
64 p $1.45 

Building better bookkeepers through integra- 
tion with shorthand. William H. Bonner. 
Bus Ed Forum 13: 19-20, 28 D 

A calendar of shorthand bulletin boards. 
John Phillips. Bus Ed World 39: 17-19 S 

Carter briefhand, complete course. Theodore 
H. Carter, M. Herbert Freeman, E. C. 
McGill, and Theodore Yerian. Allied. 295 
p $3.75 

The case of the reluctant stenographer. 
Dorothy H. Schwartz. Bus Ed World 38: 
18, 39 Mr 

Catholic prayers in Pitman shorthand. Sister 
Thomas Francis. Pitman. 8 p 

Check-up time. Charles E. Zoubek. Bus Tchr 
36: 21 S-O 

Correlated tests for briefhand. E. C. McGill. 
Allied. 64 p $1.45 

Criteria for predicting success in shorthand 
in East high school, Columbus, Ohio. 
Esther Strickland. Ohio State University, 
M.A. thesis "57; N Bus Ed Q 27: 73-74 O 

Developing and checking shorthand reading 
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SHORTHAND (continued) 
skills. Myrtle I. Hayes. Bus Ed Forum 12:: 
25, 27 F 

Dictation and transcription standards for 
first-year shorthand. Wanda Elaine Krab- 
benhoft. State University of Iowa, M.A. 
thesis °57; N Bus Ed Q 27: 440 

Do shorthand students become poor spellers? 
Junne W. Jensen and Barry T. Jensen. Bus 
Ed World 38: 27, 33 F 

“Don’t stop practicing!” Mary Witherow. 
Bus Ed World 38: 20 My 

The effectiveness of pve A television 
on the teaching of the principles of an 
alphabetic shorthand system. Patrivia 
Houtz. Pennsylvania State University, 
M.S. thesis "57; N Bus Ed Q 27: 35-36 O 

Enrichment in the teaching of shorthand 
through the use of audio-visual aids. Sister 
M. Cyrilla Jones. Kansas State Teachers 
College, Pittsburg, M.S. thesis °57; N Bus 
Ed Q 27: 40 O 

Gregg shorthand simplified for colleges, vol. 
, 2nd ed. Louis A. Leslie, Charles E. 
Zoubek, and Russell J. Hosler. Gregg. 384 
p $4; vol. 2, 2nd ed. 512 p $4.25 

Gregg speed building for colleges, simplified, 
2nd ed. John Robert Gregg, Clyde IL. 
Blanchard, and Woodrow W. Baldwin. 
Gregg. 512 p $4.25 

Homework—a secret of shorthand success. 
Ethel Hart. Bus Ed Forum 13: 17-18 O 

Honor roll—Gregg “vets.” See issues Bus 
Tchr 

How our students ‘met’ famous people. 
Sarah S. Amreich. Bus Ed World 38: 19- 
21, 38 A 

How short can a shorthand course be? Sylvia 
A. Berns. Bus Ed World 39: 28-29 O 

How the small school can combine advanced 
typing, shorthand. Jasper J. Sawatzky. Bus 
Ed World 39: 34, 39 § 

In shorthand, motivation does the trick. Ethel 
Hart. Bus Ed World 38: 20-21 Je 

Instructional materials in shorthand and 
typewriting—1957. Mary Ellen Oliverio. 
Ball State C J 29: 5-7, 16 F 

An investigation of the effect of the study 
of shorthand on spelling. Junne Wood 
7 San Jose State College, M.A. the- 
sis ” 

Jewelry terms in Gregg simplified. Phyllis 
Lipsky and Donald Moffitt. Today’s Sec 
60: 22 Mr 

Legal terms in Gregg ———- R. Robert 
Rosenberg. Today’s Sec 60: 17 F 

Let’s challenge all shorthand bik Jasper 
J. Sawatzky. J Bus Ed 33: 243-44 Mr 

Let’s sell shorthand to the layman. Francois 
Pasqualini. Bus Ed World 39: 18, 41 O 

The line of writing? Charles E. Zoubek. Bus 
Tchr 36: 21 N 

Make shorthand students better listeners. 
ey B. Clark. Bus Ed World 38: 15, 


Medical terms in Gregg simplified. Ella 
Nore. Today’s Sec 61: 39 O 

More shorthand learning in less time. Arnold 
Condon and Rowena Wellman. Delta Pi 
Epsilon J 2: 17-23-0 
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Motivating devices for teaching shorthand 
and typewriting. Linda Sedenberg. N Bus 
Ed Q 27: 65 O 

The nature of research in shorthand and 
typewriting, 1953-56. Leon J. Brown. Uni- 
versity of Southern California, M.S. thesis 
"57 

New horizons in the teaching of shorthand. 
Mary Ellen Oliverio. Bus Ed Forum 13: 
70 


New Jersey survey reports standards. Robert 
J. Kashner. Bus Tchr 36: 2-3 D-Ja 

Office transcription the first month of short- 
hand. Alice L. Holst. Bus Ed Forum 12: 
21, 24 My 

Ohbhbh, that civil service answer sheet! Luella 
W. Hall. Bus Ed World 38: 26-27 Je 

The other side of the desk in the shorthand 
class. Hamden L. Forkner. N Bus Ed Q 
27: 16-23 D 

Parting words. Charles E. Zoubek. Bus Tchr 
35: 12 My-Je 

Pharmaceutical terms in Gregg simplified. 
— Schwarzapel. Today’s Sec 60: 
12 Ja 

Pictures provide variety and interest in daily 
shorthand classes. William F. Wakefield. 
Bal Sheet 40: 192 D 

Pitman theory and transcription tests. See 
issues Pitmanite 

Practice does it! Florence Elaine Ulrich. To- 
day’s Sec 60: 35-36 Ja 

Problems of teachers of shorthand. Amer 
Bus Ed 14: 136-43 Mr 

Providing for the fast learner in shorthand 
and transcription. Sister M. Alexius Wag- 
ner. Amer Bus Ed 14: 244-47 My 

Psychological principles applied to shorthand 
instruction. Roger H. Nelson. Bus Ed 
Forum 13: 11-13 O 

The relative prognosis value of selected cri- 
teria in the prediction of stenographic 
success or failure in selected secon 
schools in Illinois. Wilmer Maedke. North- 
western University, Ph.D. thesis °57 

Reviewing brief forms with the tachistoscope. 
Louise J. Orner. Bus Ed World 38: 16, 31 


F 

Selected aids for shorthand and transcription. 
M — Oliverio. Bus Ed Forum 12: 
29, a 

A self-teaching manual on college note tak- 
ing with the aid of shorthand. Alice L. 
Holst. J Bus Ed 33: 174 Ja 

Setting the stage for the second phase of the 
shorthand course. Charles E. Zoubek. Bus 
Tchr 35: 4 F 

wr > Helen Hall. Ohio Bus Tchr 18: 

p 

Shorthand and typing for the chemist. James 
Kanegis. Journal of Chemical Education 
35: 464-66 S 

Shorthand corner. Celia G. Stahl. See issues 
Bus Ed World 

Shorthand corner. Lydia Sutton. See issues 
Bus Ed World 

Shorthand education: first steps. Sister Mary 
Therese. Bal Sheet 39: 298-99, 327 Mr 

Shorthand in ancient Rome. Francois Pas- 
qualini. Bus Ed World 38: 26, 36 Ap 


Shorthand is a two-way street. Jordan Hale. 
Bus World 38: 11, 32 My 

Shorthand mastery has an hereditary-envi- 
ronmental basis. Vernon W. Stone. Amer 
Bus Ed 15: 103, 106 D 

Shorthand speed tests. See issues Bus Tchr 

Shorthand vs. dictating equipment. Ann L. 
Walker. Amer Bus Ed 15: 112-13 D 

Shorthand via television. Robert L. Grubbs. 
Bus Ed Forum 13: 16-17, 29 O 

Shorthand via tv. Ruth B. Piette. Jun Col 
J 29: 101-105 O 

Some factors involved in learning shorthand. 
Hazel A. Flood. N Bus Ed Q 26: 7-15 Mr 

Some thoughts on shorthand methods. Mi- 
chael R. Paternoster. Bus Ed Observer 29: 
13, 24 F 

The speed approach to shorthand. Gloria C. 
Good and George J. Hammer. Bus Ed 
Forum 13: 9-10 O 

Speed development tips. Charles E. Zoubek. 
Bus Tchr 35: 4 Mr 

The status of shorthand and other dictating 
devices used in a representative number 
of business firms in Columbus, Ohio. Joe 
R. Lower. Ohio State University, M.A. 
thesis °57; N Bus Ed Q 27: 50 O; Ohio 
Bus Tchr 18: 15 A 

Student’s transcript for Carter briefhand. 
Theodore H. Carter, M. Herbert Freeman, 
E. C. McGill, and Theodore Yerian. 
Allied. 31 p $1 

A study of standards for typewriting and 
shorthand. Samuel Goldsmith. Bal Sheet 
39: 205-11 Ja 

Supplementary dictation material for first- 
year shorthand based on Christian career 
guidance principles. Sister Mary Claudette 
Henninger. Catholic University of Amer- 
ica, M.A. thesis 57; N Bus Ed Q 27: 33 O 

A survey of the use of shorthand and type- 
writing by the graduates of Jackson col- 
lege, department of women in Tufts uni- 
versity. Marjorie Lamont Pedersen. Boston 
University, Ed.M. thesis °57 

Taking and transcribing dictation in second 
semester shorthand. Frances Watson. Bus 
Ed Forum 13: 21, 23 D 

Teaching alphabetic shorthand at the college 
level. Alice L. Holst. Bus Ed Forum 13: 
14-15 O 

The teaching of shorthand prior to 1900. 
Edna L. Gregg. N Bus Ed Q 26: 28-34 Mr 

Theory test. See issues Bus Tchr 

Tommy, the tape recorder. Molly K. Pollack. 
J Bus Ed 33: 310 Ap 

Transcribing speed practice. See issues To- 
day’s Sec 


Use of the audograph in secretarial science. 
H. M. Roe. Jun Col J 29: 39 § 

Verbatim varieties. H. Carman Sing. J Bus 
Ed 33: 155-56 Ja 

Vitamins for shorthand teachers. Elsie Lef- 
fingwell. Cath Bus Ed R 9: 46-53 Je 

Vocational shorthand in one year. Louise 
Mills. Cath Bus Ed R 9: 54-57 Je 

We're high-hatting shorthand. Beatrice 
pny and Herbert Askwith. Nat Ed 
i tas 242-44 Ap; Amer Bus Ed 15: 
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SHORTHAND (continued) 
What is a “shorthand drop-out?” Madeline 
S. Strony. Bus Tchr 36: 25 N 
What’s new in shorthand education? Bill G. 
Rainey. J Bus Ed 34: 69-71 N 
What’s the best age level for learning short- 
hand?: Sister M. Marguerite. Bus Ed World 
39: 16-17, 34 D 
Why two notebooks are better than one. 
Madeline S. Strony. Bus Tchr 36: 26 S-O 
Why’s and wherefore’s of shorthand theory. 
Charles E. Zoubek. Bus Tchr 36: 21 D-Ja 
Workbook for Carter briefhand. Mearl R. 
Guthrie. Allied. 70 p $1.65 
SHURTER, Robert L. 
Education for letter writing. ABWA Bul 22: 


7-11 F 
SICKLEBOWER, Russell 
See Bell, Mary L 
SIDDALL, K. Y. 
Internal communications within a big organ- 
ization. ABWA Bul 23: 14-18 D 
SIDNEY, Edith C. 
Status of business education—Chicago public 
schools. N Bus Ed Q 26: 16-19 My 
SILBERT, Theodore H. 
See Ready, Catherine R. 
SILVERTHORN, J. E. 
Word division manual. South-Western. 109 
p $1.52 
—— and others 
Providing for the fast learner in typewriting. 
Amer Bus Ed 14: 248-51, 266 My 
SIMMONS, Vivian 
A proposed terminal program of business 
education for Ranger junior college. Uni- 
versity of Texas, M.Ed. thesis °57 
SIMON, Sidney I. 
See Tonne, Herbert A. 
SIMPSON, Elaine 
Thorough knowledge of four letters can in- 
crease typewriting students’ stroking speed. 
Typ News 28: 
SING, H. Carman 
Verbatim varieties. J Bus Ed 33: 155-56 Ja 
SISTER Anne Joseph 
A caper that clicked. Cath Bus Ed R 20-22 N 
Try this caper—operation savings. Cath Bus 
Ed R 9: 43-44 F 
SISTER Isabelle Marie 
Personality plus. Bus Ed Newsletter 6: 4-5 D 
SISTER M. Adella 
Catholic high schools in the southwest—a 
survey. Cath Bus Ed R 10: 45-51 N 
SISTER M. Leona 
A teaching unit on job placement. Cath Bus 
Ed R 9: 27-36 Je 
SISTER M. Marguerite 
What’s the best age level for learning short- 
hand? Bus Ed World 39: 16-17, 34 D 
SISTER M. Therese 
Direct the work of their hands. Cath Bus Ed 
R 10: 54-60 N 
Ever the twain must meet. Cath Bus Ed-.R 
9: 57-62 Ap 
Shorthand education: first steps. Bal Sheet 
39: 298-99, 327 Mr 
To be ready is to be right—in transcription. 
Bal Sheet 40: 122-24 N 
Write a letter miss secretary. Cath Bus Ed 
R 9: 51-56 F 
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SISTER Marie Frances 
Books you want to know about. See issues 
Cath Bus Ed R 
SISTER Mary Gregoria 
Business problems have real answers. Cath 
Bus Ed R 9: 45-50 F 
SISTER Mary Pauline 
Model office in teaching business. Catholic 
School Journal 58: 43-44 Mr 
SISTER Mary Xavier 
An office procedure method of working book- 
keeping practice sets. Bal Sheet 39: ey 12-14 


Ja 
SISTER Thomas Francis 
Catholic prayers in Pitman shorthand. Pit- 
man. 8 p $.05 
SIVINSKI, Joan 
The, case of a letter. Today’s Sec 61: 14-15, 


41 and 6. Bus Tchr 35: 10 Mr 
SKUL, Rudolph, Jr. and Jerome Rooke 
The discount house. Northern Illinois Uni- 
versity, M.S. thesis °57 
SKUROW, Samuel 
See House, Clifford R. 
SMITH, Edith M. 

A survey of current practices and opinions 
concerning testing practices for semester 
examinations in business skill subjects. 
_ of North Dakota, M.S. thesis 


SMITH, Edward A. 
Beware of spurious preciseness in teaching 
business law. Bus Tchr 35: 8 F 
What’s the answer? Bus Tchr 35: 8 Mr 
SMITH, Helen M. 
Co-operative field experience for business 
teachers. Bal Sheet 39: 255-56, 288 F 
The gifted child in business education. Bus 
Ed World 39: 24-25 O 
Requirements for business teacher certifica- 
-*, state by state. Bus Ed World 38: 17- 


Teaching automation in your business classes. 
J Bus Ed 34: 65-66 N 
SMITH, LeRoy Theodore 
An evaluation of basic business knowledges 
to be included in the curriculum of a small 
high school. University of Colorado, 
M.B.E. thesis °57 
SMITH, Mary 
ee | cei business. MBEA Bul 24: 


SMITH, Pauline K. 
" desks—34 students. Bal Sheet 39: 294, 
SMITH, Robert G. 

A show card writing teaching unit for sec- 
ondary distributive education students. 
University of Minnesota, M.A. thesis °57 

SMITH, Seybert L. 

A proposed handbook for non-academic per- 
sonnel at Kansas state teachers college, 
Pittsburg. Kansas State Teachers College, 
— M.S. thesis 57; N Bus Ed Q 27: 
68 


SMITH, Sister M-; Denis 
A follow-up study of the 1952, 1953, and 
1954 graduates of Regis high 'school, Eau 
Claire, Wisconsin. University of Wisconsin, 
MS. thesis 57; N Bus Ed Q 27: 68-69 O 








50 


SNEAD, Christy 
Why don’t they become business teachers? 
Bus Ed World 38: 12, 34 My 
SPEARS, Harold 
The role of business education in the sec- 
ad schools. Bus Ed Forum 13: 37-40 


SPEARY, William A. 

How to add to DE enrollments. Am Voc J 

33: 16-17 D 
SPECHT, Joseph F. 

Where do we start in planning an office 
machines laboratory? J Bus Ed 33: 240-42 
Mr 

SPEER, Elisabeth Lacey 
See Eikenberry, Alice M. 
SPELLING 

Do shorthand students become poor spellers? 
Junne W. Jensen and Barry T. Jensen. Bus 
Ed World 38: 27, 33 F 

How NOMA’s spelling project works. Frank 
F. Sanders. Bus Ed World 39: 35 S 

How spelling is taught. Leroy A. Brendel. 
Bus Tchr 36: 26 N 

An investigation of the effect of the study of 
shorthand on spelling. Junne Wood Jensen. 
San Jose State College, M.A. thesis °57 

The meaning behind the word. Merle W. 
Wood. See issues J Bus Ed 

Our language problem. Marion M. Lamb. 
Bal Sheet 40: 109-11 N 

Spelling and word power. Dean R. Malsbary. 
Prentice-Hall. 128 p $2.48 

A —_ of the effectiveness of teaching spell- 

ing as an integral part of typewriting. 
Kendall A. Finger. N Bus Ed ; 

Tests and practice for speling and word 
power. Dean R. Malsbary. Prentice-Hall. 
112 p $1.28 

Word division manual. J. - Silverthorn. 
South-Western. 109 p $1.5 

Words can be teasers. E. Lilian Hutchinson. 
See issues Today’s Sec 

SPENCER, J. C. 

A look at beginning employees. Cath Bus Ed 

R 9: 17-21 Je 
SPIDLE, Mary Elizabeth 

Applying psychology of learning to basic 

business. Bus Ed Forum 13: 25-26 D 
SPURLOCK, F. M. 

A philosophy for grading in a skill subject. 

Typ News 28: 4 
STAFFORD, Harold F. 

A comparative study of the ninth grade type- 
writing classes in the Old Mission junior 
high school. Kansas State Teachers Col- 
lege, Pittsburg, M.S. thesis "57; N Bus Ed 
Q 27: 69-70 O 

STAHL, Celia G. 
Shorthand corner. See issues Bus Ed World 
STANDARDS 

Dictation and transcription standards for first- 
year shorthand. Wanda Elaine Krabben- 
hoft. State University of Iowa, M.A. thesis 
°57; N Bus Ed Q 27: 440 

Dollars and cents office standards. Rodney 
Felder. Bus Ed Forum 12: 31-32 F 

Kansas collegiate business educators discuss 
problems of standards. Bus Ed Newsletter 
6: 20-22 D 


Business Education Index 


STANDARDS (continued) 

Let students teach themselves and others 
about office standards. Geneva Nay. Bus 
Ed Forum 13: 28-29 O 

Office standards are made real through 
cooperative business education. Rex C. 
Toothman. Bus Ed Forum 12: 34 Mr 

Office standards today. Wilson Ashby. Bus 
Ed Forum 12: 7 M 

Report of office survey on uses and standards 
for the key-driven calculator. Mary Mar 
garet Brady. Bus Ed Forum 13: 29-30 D 

Selected aids on standards and cooperation 
with business. Parker Liles and Milton 
Olson. Bus Ed Forum 12: 36-37 Ja 

Speed standards in bookkeeping. —— D. 
Boynton. Bal Sheet 40: 160-61 D 

Standards in business education. Pius J. Barth. 
Cath Bus Ed R 9: 23-27 F 

Standards in office promotion. Martha Hill. 
Bus Ed Forum 12: 17-18 My 

Standards of performance—how to make 
and use them. Sidney H. Phillips. Office 
Exec 33: 13-16 Mr 

Students learn about standards through office 
visits. Mary L. Bell and Russell Sickle- 
bower. Bus Ed Forum 12: 28-29 Ap 

A study of standards for typewriting and 
shorthand. Samuel Goldsmith. Bal Sheet 
39: 205-11 Ja 

Typewriting standards in business. Robert J. 
Ruegg. Bus Ed Forum 13: 29-30 N 

STAPFER, EMMY 

Vocational business education in Switzerland. 

J Bus Ed 33: 296-7 Ap 
STAUFFER, Ruth S. 

A study to develop a rating scale for meas- 
uring certain aspects of dependability in 
relation to classroom work. Virginia Poly- 
technic Institute, M.S. thesis °57; N Bus Ed 

27: 70 O 
STAYER, Harry 

A follow-up study of business graduates of 
North Omaha high school. University of 
Southern California, M.S thesis °57; N Bus 
Ed Q 27: 70-71 O 

STEARNS, Robert E. 

See Reed, Clinton A. 

STEELE, Helen L. 

Adapting a clerical office practice class to 

—— needs. Bus Ed Forum 13: 24-25 


STEGMILLER, Lucille 
The secretary speaks about her boss. Bal 
Sheet 39: 257-58, 288 F 
STEIN, Eric Sedwick 
The school—a research agency for retail mer- 
chants. J Bus Ed 33: 334-35 My 
STEIN, Lawrence W. 
Use job sheets in machines training. Bus Ed 
World 38: 16-17, 42 Ap 
STEINBAUGH, Robert Paul 
An analysis of the work of the first-line of- 
fice supervisor. Ohio State University, 
Ph.D. thesis 57; N Bus Ed Q 27: 71-72 O; 
Ohio Bus Tchr 18: 31, 51 Ap; J Bus Ed 
34: 134 D 
STEINBERG, Harlene 
Increasing tabulation production in advanced 
typing classes. Bal Sheet 40: 132 N 
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STEWART, Jane 

Display: a supplement to guidance. Bus Ed 

Forum 12: 25-28 Ja 
STEWART, Jeffrey R., Jr. 

Don’t look now, but you are the beginning 
student teacher. N Bus Ed Q 27: 7-10 D 

A new development in the content of clerical 
practice. Bus Ed Forum 12: 25-26 Ap 

The relative importance of certain subject 
matter to be included in a high school 
clerical training course. Virginia Polytech- 
nic Institute, M.S. thesis °57; N Bus Ed Q 
27: 72-73 O 

STICH, Virginia 

Bulletin board displays for business classes. 

J Bus Ed 33: 164-66 Ja 
STONE, Vernon W. 

Shorthand mastery has an _ hereditary-envi- 
ronmental basis. Amer Bus Ed 15: 103 
106 D 

STOVER, Kermit M. 

One machine, many uses. Systems for Ed 4: 

13-14 Mr-Ap 
STREET, Mary Lou 

An analysis of the ratings of professional 
courses by two hundred graduates of 
Huston-Tillotson college. University of 
Texas, M.Ed. thesis °57 

STRICKLAND, Esther 

Criteria for predicting success in shorthand 
in East high school, Columbus, Ohio. 
Ohio State University, M.A. thesis °57; N 
Bus Ed Q 27: 73-74 O 

Occupational guidance. Ohio Bus Tchr 18: 
43, 52 Ap 

STRICKLAND, Margaret S. 

Mathematics in elementary business training. 

Bus Ed Observer 29: 10, 12 F 
STRONY, Madeline S. 

Ask the experts. See issues Today’s Sec 

Ten tips for the gifted student. Bus Tchr 35: 
16 Mr 

What is a “shorthand drop-out?” Bus Tchr 
36: 25 N 

Why two notebooks are better than one. Bus 
Tchr 36: 26 S-O 

—and M. Emily Greenaway 


The secretary at work, 2nd ed. Gregg. 154 


p $2.40 
STUART, Esta R. and E. Dana Gibson 
Typing employment tests. Prentice-Hall. 128 
1.76 


p $1. 
SUDDERTH, Susan 
You can learn a lot from summer work. Bus 
Ed World 38: 14-16 Je 
SURVEYS 
A business survey of Glenwood, Minnesota. 
H. M. Halverson. University of Minne- 
sota, M.A. thesis °57 
Catholic high schools in the southwest—a 
survey. Sister M. Adella. Cath Bus Ed R 
10: 45-51 N 
A comparative survey of business training at 
Mather academy and Kershaw county 
(S.C.) public high school. John W. Royster. 
North Carolina College, M.S. thesis °57 
A review of the literature to determine the 
nature of school surveys from 1953 through 
1956. Steve P. Turchik. University of 
Southern California, M.S. thesis °57; N 
Bus Ed Q 27: 75-76 O 
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SURVEYS (continued) 

The status of business education in the sec- 
ondary schools conducted by the St. Louis 
province of the sisters of Joseph of Caron- 
delet, 1956-1957. Sister Mona Marie 
Buergler. Catholic University of America, 
M.A. thesis °57 

A study of non-teaching graduates of Kansas 
state teachers college, Pittsburg, from 1950- 
1955. Everette Eugene Parks. Kansas 
State Teachers College, Pittsburg, M.S. 
thesis °57 

A study of the status of business education 
in the public high schools of Hawaii. How- 
ard T. Watanabe. University of Southern 
California, M.S. thesis °57 

A survey of Huntsville office workers. James 
E. Gilmore. Sam Houston State Teachers 
College, M.A. thesis °57 

A survey of the business education programs 
in a selected group of high schools in 
northeast Kansas. Villora G. Rockhold. 
Kansas State Teachers College, Pittsburg, 
M.S. thesis °57; N Bus Ed Q 27: 62 O 

A survey of the requirements for beginning 
office workers in industrial firms in Mus- 
catine, Iowa. Kenneth Lee Fread. State 
University of Iowa, M.A. thesis °57 

A survey to determine the type of office ma- 
chines used, number of employees hired, 
and educational preparation of the cleri- 
cal employees in various offices in Hib- 
bing, Minnesota. Alice L. Low. N Bus Ed 
Q 27: 49-50 O 

SUTHERLAND, S. S. 

Agricultural education, business education, 

or agri-business? Am Voc J 33: 9-10 N 
SUTHERLAND, William J. 
Some implications of automation. Cath Bus 
Ed R 9: 49-52 Ap 
SUTTON, Lydia 
Shorthand corner. See issues Bus Ed World 
SWANSON, Edwin A. 

Current events and materials in business edu- 

cation. Calif J Sec Ed 33: 344-50 O 
SWANSON, Robert M. 

Did you think about business education today. 
Ball State C J 29: 17 F 

Must we do another exercise today? Bus Ed 
Forum 13: 21, 25 O 

SWARTZ, Lee J. 

Office practice in the one-teacher school. Bal 

Sheet 39: 240 Ja 
SWEARINGEN, Eugene L. and Lloyd L. Garrison 

Economics as a functional part of general 

education. Bal Sheet 40: 56-58 O 
SWENSON, C. A. 

Business training in electronics age. Kansas 

Bus Tchr 12: 6-10 O 
SWITZER, Carol 

Students now—teachers later. Bus Ed News- 

letter 5: 5-6 Ap 


T 


TAMURA, Catherine T. 

An analysis of literature on high school ele- 
mentary bookkeeping, 1950-1956. Univer- 
sity of Wisconsin, M.S. thesis °57; N Bus 
Ed Q 27: 740 
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TATE, Donald J. 
See Brookner, Lester I. 
TAYLOR, James R. 
See Collins, I. Millard 
TAYLOR, Marjorie M. and others 
Views from the front office on tardiness. To- 
day’s Sec 60: 7 Je 
TAYLOR, Robert 
— material. Bus Educ 1: 28-30 


TEACHER education 

Analysis of selected aspects of student 
teaching of Georgia’s approved business 
training institutions. Mildred J. Martin. 
University of ag M.Ed. thesis °57; 
N Bus Ed Q 27: 52 0 

An analysis of the nt and certifica- 
tion of secondary school business teachers. 
Thomas Lee Foster. University of Ne- 
braska, Ed.D. thesis °57 

An analysis of the pre-service preparation of 
business teachers in institutions accredited 
by the southern association of colleges and 
secondary schools. Lucy Rose Adams. Ohio 
State University, Ph.D. thesis "57; J Bus 
Ed 33: 305 Ap; N Bus Ed Q 27; 8 O; Ohio 
Bus Tchr 18: 39, 51 Ap 

An analysis of the ratings of professional 
courses by two hundred graduates of 
Huston-Tillotson college. Mary Lou Street. 
University of Texas, M.Ed. thesis °57 

Better programs for business teacher educa- 
tion. Paul S. Lomax. NABTE Bul 68: 5-12 

Better programs for business teacher prepara- 
tion. Bulletin 68, National Association for 
Business Teacher Education. Harry Huff- 
man, ed. United Business Education Asso- 
ciation, 1201 Sixteenth Street, N.W., Wash- 
ington 6, D. C. 24 p $1.25 

Business teacher education. Harry Huffman. 
NABTE Bul 68: 3 

A comparative study of business teacher edu- 
cation in the state supported institutions 
of higher education in North Dakota, 
South Dakota, and Montana. Marvin K. 
Devig. University of North Dakota, M.S. 
thesis °57 

A comprehensive analysis and synthesis of 
research findings and thought on business 
teacher education. Thomas B. Hogancamp. 
Indiana University. Ed.D. thesis ag J Bus 
Ed 33: 305 Ap; N Bus Ed Q 27: 340 

The crisis of objectives and be teacher 
preparation. John L. Rowe. Bal Sheet 39: 
195 Ja | 

Don’t look now, but you are the beginning 
student teacher. yy R. Stewart, Jr. N 
Bus Ed Q 27: 7-10 D 

How important is controlled work experience 
in in-service business teacher education. 
: C. McGill. Bus Ed Newsletter 5: 10-14 


How to read and evaluate an article. Herbert 
A. Tonne. J Bus Ed 33: 255-57 Mr 

Method in our madness. Estelle L. Popham. 
J Bus Ed 33: 146-47 Ja 

Preservice business teacher education in Cali- 
fornia. William L. Winnett. University of 
—) .D. thesis °57; N Bus Ed Q 27: 
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TEACHER education (continued) 


Problems involved in student teaching. Amer 
Bus Ed 14: 151-52 Mr 

Should teachers have five years of training? 
z Kenneth Roach. Bus Ed World 38: 19 

r 

A student teacher tries her wings. Patricia 
E. Macken. Bus Ed World 39: 21, 40 S 

Student teaching—never a dull moment! An- 
drew Serrino. Bus Ed Observer 29: 22-23 


My 

~— education in relation to recently re- 
vised practices in Tennessee. Mary Clay 
Pinkston. New York ow vale ag Ed.D. 
thesis °57 

Teaching business subjects. Lloyd V. Doug- 
las, James T. Blanford, and Ruth I. An- 
derson. Prentice-Hall. 538 p $6.75 

10 ways to add zip to your antes methods 
class. Ruthetta Krause. Bus Ed World 38: 
16-17 My 

The training of business teachers in degree- 
granting institutions for Negroes. Sara B. 
Cordery. Teachers College, Columbia Uni- 
versity, Ed.D. thesis °57; N Bus Ed Q 27: 
12 O; J Bus Ed 34: 90 N 


TEACHERS 


Activities handbook for business teachers— 
clubs, plays, and projects. Helen H. Green. 
Gregg. 384 p $5.25 

Architects for eternity. 5 eee Leven. Cath 
Bus Ed R 9: 10-12 F 

The beginning teacher. Daniel R. Bonamici. 
Bus Ed Observer 29: 32-33 My 

The business teacher as a school business 
manager. M. Herbert Freeman and Charles 
W. Foster. Bus Ed World 39: 20, 40 S 

Business teacher problems in the small high 
school. Calvin Kennedy. Bal Sheet 39: 
395-96 My 

Business teachers—be active in the affairs of 
your community. Richard F. Reicherter. 
Bus Ed Newsletter 6: 3 D 

Business teachers’ first year of experiences— 
selected case studies. Darrell V. Burras. 
N Bus Ed Q 27: 14-15 O 

The business teacher’s problem clinic. See 
issues Bus Ed World 

The business teacher’s responsibility in pro- 
moting the American economy. Elvin 
Eyster. VBE Bul 13: 5-6 O 

Co-operative field experience for business 
teachers. Helen M. Smith. Bal Sheet 39: 
255-56, 288 F 

The creative business teacher. Leonard J. 
Porter. Bus Ed Newsletter (P-H) 2: 1, 4 
Spring 

The critical requirements for secondary 
school business teachers based upon an 
analysis of — incidents. Robert M. 
Kessel. N Bus Ed Q 27: 43 O; J Bus Ed 
34: 134 D 

Determination of certification requirements 
for business teachers in the states of Texas, 
Louisiana, Arkansas, Oklahoma, and Mis- 
sissippi. Sadie Rucker Hamilton. Texas 
Southern University, M.S. thesis °57 

Don’t look now, but you are the beginning 
student teacher. Jeffrey R. Stewart, Jr. N 
Bus Ed Q 27: 

The effect o automation on business teachers. 
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Milton C. Olson. Bal Sheet 39: 252-54, 
286 F 

Encouraging in-service growth and member- 
ship in professional organizations. Clifford 
P. Hooker. N Bus Ed Q 26: 23-25 My 

Have you thought about moving? Ruth Un- 
rau. Bus Ed World 38: 28-29, 36 F 

Here you are—the new business teacher. 
Harry Huffman. N Bus Ed Q 27: 57-59 D 

--- roll—Gregg “vets.” See issues Bus 
Tchr 

It’s we teachers now. Dorothy H. Schwartz. 
H Points 40: 5-9 My 

Just between us. Helen H. Green. See issues 
Bus Ed World 

Let’s motivate teacher, too. Mary Witherow. 
Bus Ed World 39: 10-11 O 

Let’s take an inventory. Mary Alice Witten- 
berg. Bal Sheet 39: 291 Mr 

The master speaks. P. Myers Heiges. Amer 
Bus Ed 14: 178-80 Mr 

Mechanization relieves a teacher shortage. 
apa S. Olsen. Systems for Ed 4: 11-12 
a- 
Miss Amanda, an accounting teacher. Gar- 
land C. Dupree. Bal Sheet 40: 59, 96 O 
Motivation—a two-way street. Lohnie J. 
Boggs and Willadene R. Gorrell. Ohio Bus 
Tchr 6-7 Ap 

Pattern for meeting with profit. Helen J. 
Keily. Bal Sheet 40: 113-16 N 

Problems of the first-year teacher. Amer Bus 
Ed 14: 152-53 Mr 

The professional business education teacher. 
Roy R. Weedin. J Bus Ed 34: 131-32 D 

Professional business educators. Louis ™ 
Nanassy. Bus Ed Newsletter (P-H) 2: 
Spring 

Professional report. See issues Bus Ed World 

Professor, are your files in order or in chaos: 
Herbert M. Jelley. J Bus Ed 33: 205-6 F 

Profile of the successful bookkeeping teacher. 
: es Satlow. Amer Bus Ed 15: 25-27, 
1 


Recruitment of future business teachers. 
Beacons on Bus Ed 42: 9-11 

Requirements for business teacher certifica- 
tion, state by state. Helen M. Smith. Bus Ed 
World 38: 17-22 F 

Should teachers have five years of training? 
J. Kenneth Roach. Bus Ed World 38: 19 
Mr 

Stock ownership and business teachers. John 
F. Lotz. J Bus Ed 33: Ja 

Students now—teachers later. Carol Switzer. 
Bus Ed Newsletter 5: 5-6 Ap 

The teacher shortage. F. Wayne House. Bal 
Sheet 39: 339 Ap 

The teacher’s responsibility to the publisher. 
E. C. McGill. Bus Educ 1: 19 Fall 

Teaching practices, loads, and conditions 
related to a selected group of teachers. 
Robert E. Nighswonger. Kansas State 
Teachers College, Pittsburg, M.S. thesis 
°57; N Bus Ed Q 27: 55 O 

Tips on teaching and study assignments 
abroad. James Gemmell. Bus Ed World 
38: 13-15 Ap; 23-25, 36 My 

Turnover of business education teachers in 
the public high schools of Ohio during the 
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five-year period of 1951-55. Patricia Eva 
Brock. Ohio State eee wa M.A. thesis 
°57; N Bus Ed Q 27: 

Vacation’s three R’s. Elizabeth T. Van Der- 
veer. J Bus Ed 33: 316-17 My 

Why don’t they become business teachers? 
Christy Snead. Bus Ed World 38: 12, 34 
M 


y 

You can learn a lot from summer work. 
hr. Sudderth. Bus Ed World 38: 14-16 
e 

TEACHING 

D-day, H-hour. H. O. Balls. Bus Sch Exec 
14: 71-75 S 

Demonstration—the key to successful busi- 
ness teaching. Mearl R. Guthrie. Bal Sheet 
39: 399-401 My 

Developing and using resource units. Julian 
C. Aldrich. Amer Bus Ed Y 15: 321-41 

The discussion method. Ruth E. Eckert and 
Mildred C. Hillestad. Amer Bus Ed Y 15: 
257-69 

The essential ingredient of successful teach- 
y Theodore Woodward. Bal Sheet 40: 

Evaluation of instruction. Dean R. Malsbary. 
Amer Bus Ed Y 15: 308-20 

An experiment in educational methods. 
y ~to Hunsberger. J Bus Ed 33: 283- 84 


Ap 
Have you tried standing in your students’ 
-\ Mary Witherow. Bus Ed World 38: 


How to teach business subjects. Bulletin 69, 
National Association for Business Teacher 
Education. Harry Huffman, ed. United 
Business Education Association, 1201 Six- 
teenth Street, N.W., Washington 6, D. C. 
64 p $1.25 

How to teach business subjects. Harry Huff- 
man. N Bus Ed Q 27: 5 D 

If I had three wishes. Z. s Dickerson. VBE 
Bul 13:1 O 

Improving college business courses through 
better teaching techniques. Mildred Hille- 
stad. Amer Bus Ed 15: 28-31 O 

Just between us. Helen H. Green. See issues 
Bus Ed World 

Know your students’ problems. Mary Withe- 
row. Bus Ed World 38: 10-11 Ap 

Method in our madness. Estelle L. Popham. 
J Bus Ed 33: 146-47 Ja 

Motivation—a two-way street. Lohnie J. 
Boggs and Willadene R. Gorrell. Ohio 
Bus Tchr 18: 6-7 Ap 

Negative aspects of certain accepted teaching 
procedures. Pauline Alt and Ruth Larson. 
Beacons on Bus Ed 42: 7-8, 16 

The problem-solving technique. George L. 
Fersh. Amer Bus Ed Y 15: 270-82 

Proven teaching techniques. Leonard J. 
Porter. Bus Ed Newsletter (P-H) 2: 4 Fall 

Report of the conference of the world con- 

ederation .of organizations for the teach- 
ing profession. Dorothy H. Veon. Bus Ed 
Forum 12: 36 Ap 

Requirements for business teacher certifica- 
tion, state by state. Helen M. Smith. Bus 
Ed World 38: 17-22 F 
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TEACHING (continued) 

“Routine” suggestions. Ruth Unrau. Bus Ed 
World 39: 12 O 

A simplified homework routine. Nancy Hoeh- 
ing. Bal Sheet 39: 300, 323 Mr 

Student attitudes and opinions about college 
and university teaching. Donald L. Shaw- 
ver. Coll N & V 11: 18-19 Mr 

—— tips. Gladys Peck. See issues Amer 
Bus 


The “third ear” is best for listening. Marsdon 
A. Sherman. Bal Sheet 39: 356-57 Ap 

Tips on teaching and study assignments 
abroad. James Gemmell. Bus Ed World 
38: 13-15 Ap; 23-25, 36 My 

Trick-of-the-trade. See issues Bus Tchr 

We're in a teacher’s market. John M. Canty. 
Bal Sheet 40: 99 N 

TEACHING aids 

An analysis of supplementary materials for 
teaching business education subjects in sec- 
ondary schools. Marjorie S. Watson. Uni- 
versity of Texas, M. Ed. thesis °57 

Bulletin board displays for business classes. 
Virginia Stich. J Bus Ed 33: 164-66 Ja 

A calendar of shorthand bulletin boards. John 
Phillips. Bus Ed World 39: 17-19 S 

A comprehensive listing and classification of 
free and inexpensive bulletin board aids, 
free-loan films, filmstrips, recordings, tran- 
scriptions and scripts available to the busi- 
ness teacher. Carroll H. Blanchard. Boston 
University, Ed.M. thesis ’57 

Convert to color. Rubye L. Fowler. J Bus Ed 
34: 13-15 O 

Evaluation of teaching aids. Gladys Bahr 
and John M. Trytten. Amer Bus Ed Y 15: 
296-307 

Free and inexpensive teaching materials for 
basic business and consumer business edu- 
cation. Phi Chapter, Delta Pi Epsilon. 
Helen M. Gould, University High School, 
Minneapolis 14, Minnesota. 28 p $.50 

Lift the workbook cover. Albert Gray. Bus 
Tchr 35: 8 Ap 

New materials. See issues J Bus Ed 

The publisher’s responsibility to the teacher. 
Eric R. Haessler. Bus Educ 1: 18 Fall 

Reviewing brief forms with the tachistoscope. 
Louise J. Orner. Bus Ed World 38: 16, 31 


F 

Sources of teaching aids. Bus Ed Forum 12: 
38, 40 Ja 

Teaching aids. Jane F. White. See issues Bus 

World 

Tommy, the tape recorder. Molly K. Pollack. 
J Bus Ed 33: 310 Ap 

Trick-of-the-trade. See issues Bus Tchr 

The use of community resources and other 
teaching aids. M. Herbert Freeman. Amer 
Bus Ed Y 15: 283-95 

Versatile magnetic teaching aid. Dorothy Lee. 
Bus Tchr 35: 7 Ap 

TEEL, Jesse Warren 

Selected resource units for basic business. 
Kansas State Teachers College, Pittsburg, 
M.S. thésis °57 

TELEVISION 

Educational television and its implications for 

business education. Barbara A. Woodcock. 


Business Education Index 


TELEVISION (continued) 
University of ge M.S. thesis °57; 
N Bus Ed Q 27: 800 
The effectiveness of » | an television 
on the teaching of the principles of an 
alphabetic shorthand system. Patricia 
Houtz. Pennsylvania State University, 
M.S. thesis "57; N Bus Ed Q 27: 35-36 O 
The effectiveness of television as a medium 
of learning typewriting. William R. Pase- 
wark. J Bus Ed 33: 174 Ja 
How to run a TV typing course. Fred S. 
Cook. Bus Ed World 38: 22-23, 39 Ap 
Managing your money, a consumer television 
series. Clifton C. Thorne. Teachers Col- 
lege, Columbia University, Ed.D. thesis 
—e 38 O; N Bus Ed Q 27: 
Shorthand via television. Robert L. Grubbs. 
Bus Ed Forum 13: 16-17, 29 O 
Shorthand via tv. Ruth B. Piette. Jun Col J 
29: 101-105 O 
Some tips to new television teachers. J Ed 
Soc 31: 367-71 My 
Teaching business subjects by television: 
What can television do for business educa- 
tion? Fred S. Cook. Bus Ed World 38: 13- 
14, 37 Mr; How to run a TV typing 
course. 22-23, 39 Ap; How do TV teachers 
react to the medium? Fred S. Cook and 
Robert E. Hampton. 30-33 My 
Teaching typewriting by closed-circuit tele- 
vision. Bal Sheet 40: 100-7, 124 N 
Television. Bus Ed World 39: 27-30 N 
Three thousand eyes upon me. Mary Court- 
ney O’Toole. J Bus Ed 34: 26-28 O 
TERRACINO, M. V. 
How the supervisor can instill good working 
habits. Office 48: 71-84 Ag 
TERRY, George R. 
Office rpg xe and control, 3rd ed. Ir- 
win. 784 p $7.2 
TESTING 
Bookkeeping tests. See issues Bus Tchr 
A comparative study of tests and measure- 
ments given in business education classes 
in selected Catholic secondary schools and 
those given by selected business firms and 
industries, 1955-1956. Sister M. Kilian 
Conley. Catholic University of America, 
M.A. thesis °57 
Competent typist test. See issues Today’s Sec 
Correlated tests for briefhand. E. C. McGill. 
Allied. 64 p $1.45 
Filing tests. See issues Bus Tchr 
Getting a typist ready for an employment 
test. Alan C. Lloyd. Bus Tchr 35: 14 My-Je 
A grading tip for a harried teacher. Margaret 
A. Kiley. Bus Ed World 39: 7 N 
How to streamline your awards program. 
Florence Elaine Ulrich. Bus Tchr 35: 6 F 
How’s and why’s of uniform examinations. 
_——— Satlow. Bus Ed World 38: 17-18, 
a 
An investigation into the validity of the CPS 
personal adjustment and human relations 
test. Eleanor Maliche. University of Michi- 
gan, Ph.D. thesis °57 
Ohbhh, that civil service answer sheet! Luella 
W. Hall. Bus Ed World 38: 26-27 Je 
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TESTING (continued) 

A philosophy for grading in a skill subject. 
F. M. Spurlock. Typ News 28: 

Shorthand speed tests. See issues Bus Tchr 

A study to develop a rating scale for meas- 
uring certain aspects of dependability in 
relation to classroom work. Ruth S. 
Stauffer. Virginia Polytechnic Institute, 
M.S. thesis 57; N Bus Ed Q 27: 70 O 

A survey of current practices and opinions 
concerning testing practices for semester 
examinations in business skill subjects. 
Edith M. Smith. University of North Da- 
kota, M.S. thesis °57 

The test—an instructional device for home- 
— J. Kenneth Roach. Typ News 28: 


4, 6 

Theory test (shorthand). See issues Bus Tchr 

Transcribing speed practice. See issues To- 
day’s Sec 

Transcription tests. See issues Bus Tchr 

Typing employment tests. Esta R. Stuart and 
- Pee Gibson. Prentice-Hall. 128 p 

THATCH, Wayland B. 

Offer valuable office machine training. Bal 

Sheet 39: 348-51 Ap 
THEIGE, Jack E. 

An analysis of the prognostic value of high 
school bookkeeping to college accounting. 
Fresno State College, M.A. thesis °57; N 
Bus Ed Q 27: 740 

THOMAS, Benjamin F. 

Nonacademic economic education programs. 

Amer Bus Ed Y 15: 113-32 
THOMAS, Ruth E. 

In-service office training. Bus Ed Forum 12: 

11-14 My 
THORNE, Clifton C. 

Managing your money, a consumer television 
series. Teachers College, Columbia Uni- 
versity, Ed.D. thesis °57; J Bus Ed 34: 38 
O; N Bus Ed Q 27: 75 O 

TILLOTSON, Delbert E. 

Teaching elementary accounting. Jun Col J 

29: 23 S 


TIMKEN, Joe E. 
See DeBenning, M. J. 
TIMM, Gerald L. 
We must develop self-confidence in our stu- 
dents. Bus Ed World 38: 11-13 Ja 
TONNE, Herbert A. 
Business demands broad understanding. J 
Bus Ed 33: 280-81 Ap 
How alive is business education? J Bus Ed 
34: 114-15 D 
How much profit? J Bus Ed 33: 239 Mr 
How to read and evaluate an article. J Bus 
Ed 33: 255-57 Mr 
Is unification in sight? J Bus Ed 34: 61 N 
The national defense education act and busi- 
ness education. J Bus Ed 34; 10-11 O 
New-paganism in the schools. J Bus Ed 33: 
320-21 My; Education Digest 24: 42-43 N 
Trade and vocational high schools. J Bus Ed 
33: 149 Ja 
Twenty years of basic business education. 
Bus Ed Forum 12: 15-17 Mr 
We need competent teachers of clerical train- 
ing. J Bus Ed 33: 193 F 


TONNE, Herbert A. (continued) 
—— Sidney |. Simon, and Esby C. McGill 

Business principles, organization, and man- 
agement. Gregg. 512 p $4.20 

TOOTHMAN, Rex C. 

Office standards are made real through co- 
operative business education. Bus 
Forum 12: 34 Mr 

TRACY, Myles A. 

The determination of standards for selective 
admission to junior college business cur- 
ricula. University of Southern California, 
Ed.D. thesis °57 

TRANSCRIPTION 

Businessmen help write transcription book. 
Charles E. Zoubek. Bus Tchr 35: 4 Ap 

Is proofreading important? Doris Herbst. 
MBEA News Bul 24: 3 D 

Let’s teach transcription. Frances E. Merrill. 
J Bus Ed 34: 16-19 O 

Measuring transcription rate. Rida Duckwall. 
Bus Ed Forum 13: 21, 31 N 

Office transcription the first month of short- 
hand. Alice L. Holst. Bus Ed Forum 12: 
21, 24 My 

Pretranscription training in typewriting. Fred 
Winger. Amer Bus Ed 15: 54-55 O 

Providing for the fast learner in shorthand 
and transcription. Sister M. Alexius Wag- 
ner. Amer Bus Ed 14: 244-47 My 

Selected aids for shorthand and transcription. 
Mary Ellen Oliverio. Bus Ed Forum 12: 
29, 31 Ja 

Shorthand transcription studies, 3rd ed. Irol 
Whitmore Balsley and S. J. Wanous. 
South-Western. 246 p $3.36 

Taking and transcribing dictation in second 
semester shorthand. Frances Watson. Bus 
Ed Forum 13: 21, 23 D 

“Teaching” instead of “timing” in transcrip- 
tion class. Audrey V. Dempsey. N Bus Ed 
Q 27: 52- 56 D 

To be ready is to be right—in transcription. 
Sister M. Therese. Bal Sheet 40: 122-24 N 

Transcribing speed practice. See issues To- 
day’s Sec 

Transcription English. Lillian G. Peairs. Bal 
Sheet 39: 343, 384 Ap 

Transcription tests. See issues Bus Tchr 

Tried transcription techniques. Blanche Hill. 
J Bus Ed 33: 199-200 F 

What is a “mailable letter’? Ruth D. Arm- 
strong. J Bus Ed 34: 129-30 D 

TRAVIS, Dorothy L. 

How many copies? Bus Ed Forum 12: 28, 
34 My 

We, too, build satellites. Bal Sheet 39: 387 My 

TRIMPE, Adrian and Raymond A. Dannenberg 
Making lessons dramatic in the distributive 
education class. N Bus Ed Q 27: 47-51 D 
TRYTTEN, John M. 
See Bahr, Gladys 
TURCHIK, Steve P. 

A review of the literature to determine the 
nature of school surveys from 1953 
through 1956. University of Southern Cali- 
fornia, M.S. thesis °57; N Bus Ed Q 27: 
75-16 O 

TWISS, Ruth M. 

Providing for the fast learner in business 

arithmetic. Amer Bus Ed 14: 209-13 My 
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TYE, Zenobia 
An analysis of secretarial science curriculums 
in public and private junior colleges in 
the United States. Ohio State a ee 


Ph.D. thesis °57; N Bus Ed Q 27: 76 O; 
J Bus Ed 34: 90 N; Ohio Bus Tehe 18: 
33, 51 Ap 

TYPEWRITING 


Accuracy grade based on per cent of error. 
Richard A. McCarthy. J Bus Ed 34: 72-74 
N 


Analysis and comparison of the errors of a 
one-year typewriting group with the errors 
of a three-year typewriting group in se- 
lected timed writing tests. Marjorie A. 
* Boston University, Ed.M. thesis 
°5 


Answer the ring of the teletypewriter. Doro- 
thy Leggitt. J Bus Ed 34: 101-102 N 

Artyping. Julius Nelson. See issues J Bus Ed 

Ask the experts. Alan C. Lloyd. See issues 
Today’s Sec 

Building better bookkeepers through integra- 
tion with typewriting. Robert E. Keller. 
Bus Ed Forum 13: 12-13 D 

Building self-confidence—a typewriting teach- 
er’s responsibility. Dennis W. Cambier. 
Bal Sheet 39: 292-93, 336 Mr 

Business letters for typing, 2nd ed. Harves 
‘Rahe. Pitman. 92 p $1.20 

Can we successfully 4 uncovered key- 
boards? Marietta Cain. Typ News 28: 8 

Christmas typing games. Inez Ahlering. Bal 
Sheet 40: 151-52 D 

A comparative study of the ninth grade type- 
writing classes in the Old Mission junior 
high school. Harold F. Stafford. Kansas 
State Teachers College, Pittsburg, M.S. 
thesis °57; N Bus Ed Q 27: 69-70 O 

A comparative study of typewriting offerings 
and teaching practices in thirteen second- 
ary schools of Texas. J. Marie Bagley. 
University of Texas, M.Ed. thesis °57 

A comparison of achievement of students 
using electric and manual typewriters. 
_ E. Schmale. N Bus Ed 27: 78 


Competent typist test. See issues Today’s Sec 
The controlled development of timed writ- 
ings based on “that wonderful writing 
machine.” Alee J. West. University of 
Southern California, M.S. thesis °57 
Create some original drills for composition 
at the typewriter. Bus Tchr 36: 31 S-O 
Diagnosing typewriting errors from the type- 
~— Morris Mellinger. Typ News 28: 3- 


Do you grade accuracy in typing? Ruth L. 
Roberts. J Bus Ed 33: 157-58 Ja 

The effect of emphasizing production type- 
writing contrasted with speed typewriting 
in developing production typewriting abil- 
ity. Thomas James Crawford. J Bus Ed 
33: 175 Ja 

The effectiveness of television as a medium 
of learning typewriting. William R. Pase- 
wark. J Bus Ed 33: 174 Ja 

Electric typewriters for tyros. Phyllis E. 
Davis. Systems for Ed 5: 6-7 N-D 

Electric typing. Marion Wood. Bus Ed World 
39: 37 S; 38 N 


Business Education Index 


TYPEWRITING (continued) 


An experiment on speed emphasis in type- 
writing. Grady Kimbrell. Typ News 28: 1 

An experiment to determine whether three- 
minute timed writings are as effective as 
five-minute timed writings in the develop- 
ment of basic typewriting skill. Nola V. 
Shelor. Virginia Polytechnic Institute, M.S. 
thesis °57; N Bus Ed Q 27: 67-68 O 

An experimental study to determine if type- 
writing can be used as a means of 
increasing vocabulary and comprehension. 
Herbert Blavat. University of Southern 
California, M.S. thesis °57 

For typewriters only. Barbara Habley. To- 
day’s Sec 60: 16-17 Ja 

41 and 6. Joan Sivinski. Bus Tchr 35: 10 Mr 

Getting a typist ready for an employment 
_ Alan C. Lloyd. Bus Tchr 35: 14 My- 


e 

Gregg typing, 2nd ed. John L. Rowe and 
Alan C. Lloyd. Gregg. One-yr. course, 
208 p $2.96; adv. a * aa p $2.84; 
voedh H. course, 367 p $3. 

High speed, 4th ed. Wiiverda Hodel and 
Grace Phelan. Rowe. 96 p $1.36 

How fast can you type? Henrietta H. Crouch. 
J Bus Ed 33: 211-12 F 

How one class mastered proportionally 
spaced typing. Marion Wood. Bus Ed 
World 39: 21-23 O 

How the small school can combine advanced 
typing, shorthand. Jasper J. Sawatzky. Bus 
Ed World 39: 34, 39S 

How to run a TV typing course. Fred S. 
Cook. Bus Ed World 38: 22-23, 39 Ap 

The importance of stroke intensity in type- 
writing. Mary =". = Bus Ed 
Newsletter (P-H) 2: 2 Fall 

Improvement of ab... in typewriting. 
Elizabeth A. Pellett. Bus Ed Forum 13: 
16-18 N 

Improvement of typewriting instruction. 
Lawrence W. Erickson. Bus Ed Forum 13: 
22-23 D 

In defense of typewriting. Lawrence Erick- 
son. Bus Ed Forum 13: 4 N 

Increasing tabulation production in advanced 
typing classes. Harlene Steinberg. Bal 
Sheet 40: 132 N 

Instructional materials in shorthand and 
typewriting—1957. Mary Ellen Oliverio. 
Ball State C J 29: 5-7, 16 F 

Integrating slower and faster beginning 
_—. Boyd G. Plymire. J Bus Ed 33: 


Junior high school typewriting: a survey of 
current practices in Iowa and a suggested 
course of study. DeWayne Cuthbertson. 
Iowa State Teachers College, M.A. thesis 
°57; N Bus Ed Q 27: 15-16 O 

Let’s use more erasure tests! Katherine 
Humphrey. Bus Ed Forum 12: 25-26 My 

Let’s worry about typewriting. Vernon V. 
Payne. Bus Ed Newsletter (P-H) 2: 3 
Fall 


a 

A look at ninth graders in beginning type- 
writing. Grace M. Hetrick. Bus Ed Forum 
13: 18-19 N 

Maintenance and care of typewriters for 
typewriting teachers. Rollie Leeburg. San 


a 
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Francisco State College, M.A. thesis °57; 
N Bus Ed Q 27: 48 O 

Meeting individual differences in typewriting 
zone R. Feather. J Bus Ed 34: 125-26 


A message to the beginning typewriting 
teacher. Russell J. Hosler and Charlene 
Mordy. Bus Ed Forum 13: 19-20 O 

Minimum teacher direction versus conven- 
tional teacher direction in beginning type- 
writing. William C. Wayne. University of 
Southern California, Ed.D. thesis °57; N 
Bus Ed Q 27: 77 O 

Motivating devices for teaching shorthand 
and typewriting. Linda Sedenberg. N Bus 
Ed Q 27: 65 O 

Motivation for advanced typing classes. C. 
C. Clayton. Bal Sheet 39: 309 Mr 

A multi-purpose grading-record envelope. 
Mary Pitner. Bus Tchr 35: 9 Mr 

The nature of research in shorthand and 
typewriting, 1953-56. Leon J. Brown. Uni- 
aa of Southern California, M.S. thesis 


New Jersey survey reports standards. Robert 
J. Kashner. Bus Tchr 36: 2-3 D-Ja 

New standards for beginning typewriting. 
Betty Booth. Bal Sheet 40: 52-54 O 

Patterns of skill development in the learning 
of typewriting. Simon A. Duchan. Bus Ed 
Forum 12: 26-27 F 

Personal typing—a must! Lillian K. Chance. 
Bus Ed Observer 29: 14, 30 My 

A philosophy for grading in a skill subject. 
F. M. Spurlock. Typ News 28: 4 

Prepare typists for employment. E. Dana 
Gibson. Bus Ed Newsletter (P-H) 2: 2 
Spring 

Pretranscription training in typewriting. Fred 
Winger. Amer Bus Ed 15: 54-55 O 

Problem-solving typewriting rates vs. straight- 
copy rates. Al Giordano. Bal Sheet 40: 
14-16, 38 S 

Problems of teachers of typewriting. Amer 
Bus Ed 14: 134-36 Mr 

Production typing. Charles G. Reigner. 
Rowe. 32 p $.40 

Production typing, 2nd ed. Ethel T. Bendixen 
oy oo S. Ricksen. South-Western. 
3.1 


A prognostic test of typewriting success. 

ces M. Douglas. J Bus Ed 33: 262 
r 

Progressive typewriting. Irvin H. Lesser. 
Amer Bus Ed 14: 176-77 Mr 

Providing for the fast learner in typewriting. 
J. E. Silverthorn and others. Amer Bus 
Ed 14: 248-51, 266 My 

Psychology of teaching typewriting. Harry 
Jasinski. J Bus Ed 33: 287-88 Ap 

The quality approach to typing. Margaret S. 
Roberts and William Calder. Bus Ed 
World 39: 12-15 D 

Recipe for teaching slow learners to type. 
Jayne Reid. Bus Ed World 38: 24-25 Ja 

Reducing failures in typewriting. Alan Lloyd. 
VBE Bul 13: 3,60 

Refresher typing in 24 hours. Philip S. Pepe. 
Gregg. 64 p $2.20 
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Report on typing in business colleges. Bus 
Tchr 36: 6 N 

A review of available professional literature 
related to selected factors having to do 
with speed development in the teaching of 
typewriting. Thayer P. Johnson. San Jose 
State College, M.A. thesis °57 

Review of research in typewriting learning 
with recommendations for training. Leon- 
ard J. West. PB 135925. Office of Techni- 
cal Services, United States Department of 
Commerce, Washington 25, D. C. 

The role of motivation techniques in vital- 
izing typewriting. Sister M. Edward Mc- 
Quade. Kansas State Teachers College, 
Ty pee M.S. thesis °57; N Bus Ed Q 27: 


Rowe typing, 4th ed. Charles G. Reigner and 
Walter S. Rygiel. Rowe. 315 p $3.16 

A second quarter century of delayed recall 
or relearning at 80. Lawrence B. Hill. 
Journal of Educational Psychology 48: 65- 
68 F °57 

Secondary techniques in typewriting. M. H. 
Hubbell. Bus Ed Forum 13: 15-16 N 

Selected aids for typewriting. Russell Hosler. 
Bus Ed Forum 12: 30-31 Ja 

Shorthand and typing for the chemist. James 
Kanegis. Journal of Chemical Education 
35: 464-66 S 

Skill-building and motivating devices for 
second-year typewriting. Beatrice C. Hahn. 
ee Illinois University, M.S. thesis 


Skill building games for typists. Allen H. 
ety and James S. Peterson. Allied. 32 p 
5 


$1. 

Speed typing, 3rd ed. Mary L. Bell. South- 
Western. 96 p $1.08 

Starting a typing contest? Alan C. Lloyd. 
Bus Tchr 36: 31 D-Ja 

Student stenographers operate a school type- 
writing service. Stella Rogers. Bus Ed 
Forum 12: 22 A 

A study of certain general education values 
of typewriting in the junior high school. 
Phyllis Caulfield Morrison. University of 
Michigan, Ph.D. thesis °57 

A study of standards for typewriting and 
shorthand. Samuel Goldsmith. Bal Sheet 
39: 205-11 Ja 

A study of the effectiveness of teaching spell- 
ing as an integral part of typewriting. 
Kendall A. Finger. N Bus Ed Q 27: 240 

A study of the effects of drill upon type- 
writing. Dorothy June Hill. University of 
Michigan, M.S. thesis °57 

A study to determine the relationship be- 
tween mailable words per minute and 
letter grades assigned in  typewriting. 
Wayne Hutchison. Kansas State Teachers 
College, Pittsburg, M.S. thesis °57 

A study to discover the desirability of student 
motivating devices in typewriting which 
are introduced by the teacher. Elayne M. 
Fischer. N Bus Ed Q 27: 25 O 

Supervising: the typewriting class. Joe 
Przychodzin. J Bus Ed 33: 201-2 F 

A survey of production rates and production 
quality of third semester typing students in 
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selected Wisconsin high schools. Russell 
F. Jiles. University of Wisconsin, M.S. 
thesis °57; N Bus Ed Q 27: 37-38 O 

A survey of the use of shorthand and type- 
writing by the graduates of Jackson col- 
lege, department of women in Tufts 
university. Marjorie Lamont Pedersen. 
Boston University, Ed.M. thesis 57 

Sustained timed writings—featuring type- 
writing contest copy by Kimball and 
Bowle. Robert L. Grubbs and James L. 
White. Gregg. 96 p $1.64 

Tabulation. Edwin Riemer and Louis Lieb- 
ling. Pitman. 80 p $1.40 

Teaching division of words in typewriting 
oe L. White, Jr. Typ News 

; 3 


Teaching learners to typewrite. John L. 
Rowe. N Bus Ed Q 27: 11-15 D 

Teaching problem-solving skills. Kenneth B. 
Henderson. Bus Ed Forum 13: 13-15 N 

Teaching speed and accuracy in typewriting. 
Evan M. Croft. Bal Sheet 40: 159, 161 D 

Teaching task: combatting typing “produc- 
tion drag.” Alan Lloyd. Bus Tchr 35: 10 F 

Teaching typewriting by closed-circuit tele- 
vision. Bal Sheet 40: 100-7, 124 N 

10 ways to add zip to your typing methods 
class. Ruthetta Krause. Bus Ed World 38: 
16-17 M 

The test—an instructional device for home- 
work. J. Kenneth Roach. Typ News 28: 


4, 6 

Thorough knowledge of four letters can in- 
crease typewriting students’ stroking speed. 
Elaine Simpson. Typ News 28: 3 

Three thousand eyes upon me. Mary Court- 
ney O’Toole. J Bus Ed 34: 26-28 O 

Too much beef and not enough dessert in 
typewriting. Bill G. Rainey. Amer Bus Ed 
15: 120-21 D 

20 do’s for typing teachers. Jane Whelan. J 
Bus Ed 34: 29-30 O 

Typewriter mystery. Julius Nelson. See issues 
J Bus Ed 

Typewriting as a means of increasing vocabu- 
lary. Wayne M. Baty. University of South- 
ern California, Ed.D. thesis 

Typewriting-clerical practice for junior high 
school students. John C. Roman. Bus Ed 
Forum 13: 24 D 

Typewriting methodology. Frederick J. Mc- 
Donald. Bus Ed Forum 13: 10-12 N 

Typewriting speed tests, 2nd ed. Charles G. 
Reigner. Rowe. 47 p_ $. 60 

Typewriting standards in business. Robert J. 
Ruegg. Bus Ed Forum 13: 29-30 N 

Typewriting style manual. Clifford R. House 
_ Samuel Skurow. South-Western. 56 p 
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Typewriting: the power formula. Cecil C. 
Carver. Typ News 28: 2-3 

Typing employment tests. Esta R. Stuart and 
E. Dana Gibson. Prentice-Hall. 128 p 


$1.76 

Typing. for accuracy, 5th ed. Rowe. 127 p 
1.2 

Typing skill drills. E. C. Archer and Leroy 


A. Pemberton. Allied. 51 p $1.45 
The typing teacher as a technician: the care 
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TYPEWRITING (continued) 

and feeding of good typing technique. 
Alan C. Lloyd. Bus Ed World 38: 11-14, 
35 F; The selection and remedial use of 
technique drills. 29-32 Mr; What to watch 
for when observing typing students. 24-25 
Ap; How students’ papers reveal tech- 
nique problems. 21-22 My; The new role 
of the typewriting teacher. 29-30 Je 

The value of speed-forcing drills adminis- 
tered at the work station in improving 
typewriting proficiency and production. 
Opal Christensen. New York University, 
Ph.D. thesis °57 

Voluntary starts versus commands in timed 
a E. M. Wooten. Typ News 28: 1, 


Ways to strengthen skill-drill games. Alan 
C. Lloyd. Bus Tchr 36: 31 N 

What I wish I had learned about typewriting. 
oo L. Forkner. Bus Ed Forum 13: 

What is your efficiency rating in the type- 
writing classroom? Fred E. Winger. Bus 
Ed Forum 12: 28-29 Mr 

What to do with “gifted” students in type- 
ae Alan C. Lloyd. Bus Tchr 35: 10 


p 
What we type is important, too. Wayne Baty. 
J Bus Ed 33: 245-46 Mr 
Where does typewriting go from here? Fred 
E. Winger. Bus Educ 1: 4-5 Fall 
Why use electrics? motives and methods. 
_—_ Selden. Bus Ed World 39: 30-33 
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ULRICH, Florence Elaine 
How to streamline your awards program. 
Bus Tchr 35: 6 F 
Practice does it! Today’s Sec 60: 35-36 Ja 
UNITED business education association 
The associations united for better business 
education. See issues Bus Ed Forum 
Preliminary report—business education asso- 
ciations and organizations. 43 p $1.50 
Working together professionally through na- 
tional unity. Hollis Guy. Bus Ed Forum 
13: 1-2, 35-36 D 
UNRAU, Ruth 
Have you thought about moving? Bus Ed 
World 38: 28-29, 36 F 
bey suggestions. Bus Ed World 39: 
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VAN DERVEER, Elizabeth T. 
Change need not be bad. J Bus Ed 34: 6-7 O 
Vacation’s three R’s. J Bus Ed 33: 316-17 My 
What I saw in business education in western 
Europe. Bus Ed Forum 12: 33-34 F 
VAN WAGENEN, Rulon C. 
Changing concepts of junior college distribu- 
tive education. Bus Ed Forum 12: 19-20 


Ap 
VEON, ‘Dorothy H 
Providing or the fast learner in the public 
_ school. Amer Bus Ed 14: 261-63, 267 
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VEON, Dorothy H. (continued) 

Report of the conference of the world con- 
federation of organizations for the teach- 
ing profession. Bus Ed Forum 12: 36 Ap 

VISUAL aids 
See audio-visual aids 
VOGT, Sister M. Angelice 

A follow-up study of the graduates of Bishop 
McMahon high school, Buffalo, New 
York, from 1951 through 1954. Catholic 
University of America, M.A. thesis °57 


Ww 


WAGNER, Sister M. Alexius 
Providing for the fast learner in shorthand 
and transcription. Amer Bus Ed 14: 244-47 


My 
WAGONER, George 

How to become a c.p.s. Cath Bus Ed R 9: 

41-48 Ap 
WAGONER, W. J. 

How to use the bookkeeping textbook as a 

reference book. Bus Ed Forum 13: 24 N 
WAIT, Thomas and others 

Views from the front office on loyalty. To- 

day’s Sec 60: 13 Mr 
WAKEFIELD, William F. 

Pictures provide variety and interest in daily 

shorthand classes. Bal Sheet 40: 192 D 
WALKER, Ann L. 
Shorthand vs. dictating equipment. Amer 
Bus Ed 15: 112-13 D 
WALKER, Lauren 
See Cannon, Arthur M. 
WALKER, Mae 
Do you know that. . 
WALTERS, T. L. 

Your function in the teachin 

ing. Bal Sheet 39: 354-55, 
WALTON, Clarence C. 

Accounting careers for nonaccounting col- 

legians. J Accy 106: 69-72 D 
WALTZ, Loren E. 

Problems in office services. Bureau of Busi- 
ness Research, School of Business, Indiana 
—— Bloomington, Indiana. 114 p 

1. 


. ? See issues J Bus Ed 


of bookkeep- 
57 Ap 


and Ray W. Arensman 
Providing for the fast learner in office prac- 
tice. Amer Bus Ed 14: 239-43 My 
WANOUS, S. J. 
See Balsley, Irol Whitmore 
WARD, William W. 
An evaluation of the business education pro- 
gram at Southwestern state college. J Bus 
Ed 33: 218 F 
WARREN, Helen L. 
New addition to the business curriculum. J 
Bus Ed 33: 151-52 Ja 
WARREN, Richard B. 
Business education in the curriculum. MBEA 
News Bul 24: 2 D 
WATANABE, Howard T. 
A study of the status of business education 
in the public high schools of Hawaii. Uni- 
wee of Southern California, M.S. thesis 


WATERMAN, Evelyn G. 
Educational values of cooperative work ex- 
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WATERMAN, Evelyn G. (continued) 
perience programs. Amer Bus Ed 15: 89- 
90,95 D 


WATERS, R. Hadly 
An itinerary for practical transportation. 
Coll N & V 12: 13-140 
WATSON, Frances 
Taking and transcribing dictation in second 
se shorthand. Bus Ed Forum 13: 21, 
2 


WATSON, Marjorie S. 

An analysis of supplementary materials for 
teaching business education subjects in 
secondary schools. University of Texas, 
M.Ed. thesis 57 

WAYNE, William C. 

Minimum teacher direction versus conven- 
tional teacher direction in beginning type- 
writing. University of Southern California, 
Ed.D. thesis "57; N Bus Ed Q 27: 77 O 

WEED, Frances and Dorothy Munger 

Our special English class meets needs of our 

secretarial students. Bus Tchr 36: 26 D-Ja 
WEEDIN, Roy R. 
The professional business education teacher. 
J Bus Ed 34: 131-32 D 
WELLMAN, Rowena 
See Condon, Arnold 
WELTHA, Margotetjean 

A national survey of the state chapters of 
future business leaders of America. Iowa 
State Teachers College, M.A. thesis °57; 
N Bus Ed Q 27: 78 O 

WENBAN, Francis T. 

Business education in the U. S. and in Great 

Britain. Bus Ed World 39: 24-26 D 
WENTZELL, Jacquelyn 

The art of letter writing. Today’s Sec 60: 
20-21, 49 Mr; 24-26, 55 Je 

baa Ay of saying “no.” Today’s Sec 61: 18- 


WERNER, William G. 

Putting good will into your mailbox. ABWA 

Bul 23: 5-11 O 
WEST, Alee J. 

The controlled development of timed writ- 
ings based on “that wonderful writing 
machine.” University of Southern Cali- 
fornia, M.S. thesis °57 

WEST, Edna 

A study of selected inservice training pro- 
grams in business correspondence. Univer- 
sity of Southern California, Ed.D. thesis 
"57; N Bus Ed Q 27: 78-79 O 

WEST, Georgia Lou 

Hotels make fine “laboratories.” Bal Shee 

40: 117-19 N 
WEST, Leonard J. 

The logic of drawing inferences from re- 
search data. J Bus Ed 33: 207-10 F 

Review of research in typewriting learning 
with recommendations for training. PB 
135925. Office of Technical Services, 
United States Department of Commerce, 
Washington 25, D. C. 

What’s the matter with research in business 
education? Delta Pi Epsilon J 2: 2-6 O 

WEST, Norman E. 

A study establishing the need for the office 
of school business manager for school 
district #100, DuPage county, Illinois. 
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WEST, Norman E. (continued) 
Northern Illinois University, M.S. thesis 
57 


WHELAN, Jane 
20 do’s for typing teachers. J Bus Ed 34: 
-30 O 
WHITE, Fletcher L., Jr. 

Teaching division of words in typewriting 

classes. Typ News 28: 1, 7 
WHITE, James L. 

FBLA bulletin board. Bus Educ 1: 9 Fall 

The FBLA proves its worth. Systems for Ed 
4: 9-10 Ja-F 

See also Grubbs, Robert L. 

WHITE, Jane F. 
Teaching aids. See issues Bus Ed World 
WHITE, Richard Earl 

Distributive education in junior colleges. 

University of Minnesota, M.A. thesis °57 
WHITEHOUSE, William 

Students-in-industry program. Amer Bus Ed 

15: 93-95 D 
WHITLOCK, Velma 

“Upgrading” bookkeeping at _— high 

school. Bus Ed Forum 12: 28 
WIENS, Robert W. 

History, aims, and purposes of the Men- 
nonite secondary schools in the United 
States. Fresno State College, M.A. thesis 
57 

WILCOX, Walter Glyn 

An evaluation ~¥ student counseling in the 
college of business administration of the 
university of Texas. University' of Texas, 
M.B.A. thesis °57 

WILLIAMS, Verner F. 
Kingpin of bookkeeping—the teacher. Bus 
Ed Newsletter 6: 10-16 O 
WILSON, Mary C. 
Publications, inc. J Bus Ed 33: 331 My 
\VILSON, W. Harmon and others 

Providing for the fast learner in consumer 

economics. Amer Bus Ed 14: 221-27, 256 


My 
WINGER, Fred 
Pretranscription training in 
Amer Bus Ed 15: 54-55 O 
What is your efficiency rating in the type- 
Te classroom? Bus Ed Forum 12: 28- 
r 
Where does typewriting go from here? Bus 
-Educ 1: 4-5 Fall 
WINNETT, William L. 
Debits and credits at the blackboard. N Bus 
Ed Q 27: 24-31 D 
Preservice business teacher education in Cali- 
fornia. University of Illinois, Ed.D. thesis 
°57; N Bus Ed Q 27: 79-80 O 
WINTERS, Nancy 
Flying secretary. Today’s Sec 60: 27 My 
WITHEROW, Mary 
Bae A stop practicing!” Bus Ed World 38: 


typewriting. 


Have you tried standing in your students’ 
shoes? Bus Ed World 38: 9 F 

Know your students’ problems. Bus Ed 
World 38: 10-11 Ap 

Let’s motivate teacher, too. Bus Ed World 
39: 10-11 O 
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WITSCHEY, Robert E. 
The accounting function for small business. 
J Accy 106: 30-39 D 
WITTENBERG, Mary Alice 
Administering business education in large 
high schools. N Bus Ed Q 26: 7 My 
—_ take an inventory. Bal Sheet 39: 291 


r 
WOOD, Marion 
— typing. Bus Ed World 39: 37 S; 38 


How one class mastered proportionally 
spaced typing. Bus Ed World 39: 21-23 O 
WOOD, Merle W 
The meaning behind the word. See issues J 
Bus Ed 
WOODCOCK, Barbara A. 
Educational television and its implications 
for business education. University of Wis- 
—— M.S. thesis °57; N Bus Ed Q 27: 


80 O 
WOODWARD, Jack E. 
The story of money—a resource unit on 
money for use in the general business 
— San Jose State College, M.A. the- 


s °57 
WOODWARD, Theodore 
Economic education through school-commu- 
_ cooperation. Amer Bus Ed Y 15: 185- 


The essential ingredient of successful teach- 
ing. Bal Sheet 40: 3 S 
WOOLSEY, Sam M. 
The bachelor of accountancy degree. Coll N 
& V 12: 1-3 D 
WOOTEN, E. M. 
Voluntary starts versus commands in timed 
writings. Typ News 28: 1, 8 
WORK experience 
Co-operative field experience for business 
teachers. Helen M. Smith. Bal Sheet 39: 
255-56, 288 F 
Educational values of cooperative work ex- 
perience programs. Evelyn G. Waterman. 
Amer Bus Ed 15: 89-90, 95 D 
The future of work-study programs. Mar- 
garet Elam. Amer Bus Ed 15: 42-43 O 
Guidance in  work-experience programs. 
Anne Scott Daughtrey. Bus Ed Forum 12: 
14-16 Ja 
How important is controlled work experience 
in in-service business teacher education? 
4 C. McGill. Bus Ed Newsletter 5: 10- 14 


Proposed program for in-school work experi- 
ence at Grossmont high school. Marilyn 
P. Kamminga. San Diego State College, 
M.A. thesis 557: N Bus Ed Q 27: 41-42 O 

Work experience accelerates growth for 
commercial students. Lloyd Dull. Ohio 
Sch 36: Ja 

Work experience education. Leland P. Bald- 
win. Bal Sheet 39: 352-53 Ap 

Work experience in business education in the 

school ee. Dorothy A. Karlson. N 
Bus Ed Q 27: 42 O 

The work ai program at Berlin high 
school, Berlin, Wisconsin, during the 
school years, 1953- 54 and 1954-55. Verna 
Kuethe. University of ee M.S. 
thesis °56; N Bus Ed Q 27: 
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WORK experience (continued) 

A work-experience program benefits every- 
one. Blanche Davis. Bus Ed World 38: 
18-19 Je 

Work experience: the pros and the cons. 
John L. Rowe. Bus Ed World 39: 22-25, 
36 S; Co-operative vs. simulated programs. 
30-33 O 

You can learn a lot from summer work. 
Susan Sudderth. Bus Ed World 38: 14-16 


Je 
WORTH, Thelma A. 
Developing secretarial production and job 
competency. Amer Bus Ed 15: 50-53 O 
WYLIE, Harry L., ed. 
Office management handbook, 2nd ed. Ron- 
ald. 900 p $12 


Y 


YACYK, Peter 
How not to get rich quick. Bus Ed World 
38: 23 Ja 
Savings and investments: do business teach- 
ers enjoy this area? Clearing House 32: 
287-88 Ja 
YARNELL, Lucy Mae 
Knowledge development activities in cleri- 
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YARNELL, Lucy Mae (continued) 
cal office practice. Bus Ed Forum 12: 11- 
14 F 


YERIAN, Theodore 
Business education across the nation. Bus 
Educ 1: 10-12 Fall 
See also Carter, Theodore H. 
See also Guthrie, Mearl R. 


Z 


ZOUBEK, Charles E. 
Ask the experts. See issues Today’s Sec 
Businessmen help write transcription book. 
Bus Tchr 35: 4 Ap 
Check-up time. Bus Tchr 36: 21 S-O 
The line of writing? Bus Tchr 36: 21 N 
Parting words. Bus Tchr 35: 12 My-Je 
Setting the stage for the second phase of 
the shorthand course. Bus Tchr 35: 4 F 
Speed development tips. Bus Tchr 35: 4 Mr 
Why’s and wherefore’s of shorthand theory. 
Bus Tchr 36: 21 D-Ja 
See also Leslie, Louis A. 
ZWARENSTEYN, Hendrik 
The survey course in business law? Coll N 
& V 12: 5-7 O 


General Periodicals Indexed 


Am Voc J—American Vocational Journal. M. 
D. Mobley, ed. American Vocational Asso- 
ciation, Inc., 1010 Vermont Avenue, Wash- 
ington 5, D. C. 

Calif J Sec Ed—California Journal of Second- 
ary Education. Robert N. Bush, ed. Cali- 
fornia Journal of Secondary Education, 2220 
Bancroft Way, Berkeley 4, California 

H Points—High Points. Henry I. Christ, ed. 
Board of Education, 110 Livingston Street, 
Brooklyn 2, New York 

J Accy—Journal of Accountancy. Charles E. 
Noyes, ed. American Institute of Account- 
ants, 270 Madison Avenue, New York 16, 
New York 

Jun Col J—Junior College Journal. James W. 
Reynolds, ed. American Association of Junior 
Colleges, 1785 Massachusetts Avenue, N.W., 
Washington 6, D. C. 

Nat Assn Sec Sch Prin Bul—Bulletin of the 
National Association of Secondary-School 


Business Education 


Amer Bus Ed—American Business Education. 
H. G. Enterline, ed. Joint Publication Com- 
mission of the Eastern Business Teachers 
Association and the National Business Teach- 
ers Association. School of Business, Indiana 
University, Bloomington, Indiana 

Amer Bus Ed Y—American Business Educa- 
tion Yearbook, Vol. XV, 1958. H. G. Enter- 
line, ed. Joint Publication Commission of 
the Eastern Business Teachers Association 
and the National Business Teachers Associa- 
tion. New York University Bookstore, 18 
77 e375 Place, New York 3, New York. 





Principals. Paul E. Elicker, exec. sec., Na- 
tional Association of Secondary-School Prin- 
cipals, 1201 Sixteenth Street, N.W., Wash- 
ington 6, D. C. 

Nat Ed Assn J—Journal of the National Edu- 
cation Association. Mildred S. Fenner, ed. 
National Education Association, 1201 Six- 
teenth Street, N.W., Washington 6, D. C. 

Office—The Office. William R. Schulhof, ed. 
Office Publications, Inc., 232 Madison ‘Ave- 
nue, New. York 16, New York 

Office Exec—Office Executive. Dickson Ash, 
ed. National Office Management Association, 
1927 Old York Road, Willow Grove, Penn- 


sylvania. 
Office Mgt—Office Management. Robert M. 
Smith, ed. Geyer-McAllister Publications, 


212 Fifth Avenue, New York 10, New York 

Ohio Sch—Ohio Schools. Hobart H. Bell, ed. 
Ohio Education Association, 213 East Broad 
Street, Columbus 15, Ohio 


Periodicals Indexed 


ABWA Bul—ABWA Bulletin. Francis W. 
Weeks, ed. The American Business Writing 
Association, 1007 West Nevada Street, Uni- 
versity of Illinois, Urbana, Illinois 

Bal Sheet—Balance Sheet. W. Harmon Wilson, 
ed. South-Western Publishing Company, 
5101 Madison Road, Cincinnati 27, Ohio 

Ball State C J—tThe Ball State Commerce 
Journal. Robert P. Bell, ed. Department of 
Business Education, Ball State Teachers Col- 
lege, Muncie, Indiana 

Beacons on Bus Ed—Beacons on Business Edu- 

cation. Frederick Mascola, ed. Department 
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of Business Education, Teachers College of 
Connecticut, New Britain, Connecticut 

Bus Ed Forum—Business Education Forum. 
Hollis P. Guy, exec ed. United Business 
Education Association, 1201 Sixteenth Street, 
N.W., Washington 6, D. C. 

Bus Ed Newsletter—Business Education News- 
letter. Harold L. Cannon, ed. Department of 
Business Education, Kansas State Teachers 
College, Emporia, Kansas 

Bus Ed Newsletter (P-H)—Business Education 
Newsletter (Prentice-Hall). Prentice-Hall, 
Inc., Educational Book Division, Englewood 
Cliffs, New Jersey 

Bus Ed Observer—Business Education Ob- 
server. Rose De Rosa, ed. New Jersey Busi- 
ness Education Association, Northern Valley 
Regional High School, Demarest, New Jer- 
sey 

Bus Ed World—Business Education World. 
James Bolger, ed. Gregg Publishing Division, 
McGraw-Hill Book Company, Inc., 330 West 
42 Street, New York 36, New York 

Bus Educ—The Business Educator. Carl W. 
Salser, Jr., ed. Allied Publishers, Inc., 645 
S. E. Ankeny, Portland 14, Oregon 

Bus Sch Exec—Business School Executive. H. 
D. Hopkins, ed. National Association and 
Council of Business Schools, 2400 Sixteenth 
Street, N.W., Washington 9, D. C. 

Bus Tchr—Business Teacher. Alan C. Lloyd, 
ed. Gregg Publishing Division, McGraw-Hill 
Book Company, Inc., 330 West 42 Street, 
New York 36, New York 

Cath Bus Ed R—Catholic Business Education 
Review. James L. Hayes, ed. Catholic Busi- 
ness Education Association, St. Bonaventure 
University, St. Bonaventure, New York 

Coll N & V—Collegiate News and Views. 
Charles D. Sisley, ed. South-Western Pub- 
lishing Company, 5101 Madison Road, Cin- 
cinnati 27, Ohio 

Delta Pi Epsilon J—The Delta Pi Epsilon 
Journal. Peter G. Haines, ed. Delta Pi Epsi- 


Directory 


Allied. Allied Publishers Incorporated, 645 S.E. 
Ankeny Street, Portland 14, Oregon 

Allyn & Bacon. Allyn and Bacon, Inc., Engle- 
wood Cliffs, New Jersey 

American. American Book Company, 55 Fifth 
Avenue, New York 3, New York 

Ginn. Ginn and Company, 72 Fifth Avenue, 
New York 11, New York 

Gregg. Gregg Publishing Division, McGraw- 
Hill Book Company, Inc., 330 West 42 
Street, New York 36, New York 

Harper. Harper & Brothers, 49 East 33 Street, 
New York 16, New York 

Heath. D. C. Heath and Company, 285 Colum- 
bus Avenue, Boston 16, Massachusetts 

Holt. Henry Holt & Company, Inc., 383 Madi- 
son Avenue, New York 17, New York 

Irwin. Richard D. Irwin, Inc., 1818 Ridge Road, 
Homewood, Illinois 

McGraw-Hill. McGraw-Hill Book Company, 
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lon Fraternity, North Texas State College, 
Box 6402, NT Station, Denton, Texas 

J} Bus Ed—Journal of Business Education. 
Elizabeth T. Van Derveer, ed. Trethaway 
Publishing Company, Inc., 512 Brooks Build- 
ing, Wilkes-Barre, Pennsylvania 

Kansas Bus Tchr—The Kansas_ Business 
Teacher. Fred S. Jarvis, ed. Kansas Business 
Teachers Association, Abilene High School, 
Abilene, Kansas 

MBEA News Bul—Michigan Business Educa- 
tion Association News Bulletin. Patricia 
Patsloff, ed. Michigan Business Education 
Association, 26565 Midway, Dearborn, Mich- 


igan 

NABTE Bul—National Association for Busi- 
ness Teacher Education Bulletin. Harry 
Huffman, ed. United Business Education 
Association, 1201 Sixteenth Street, N.W., 
Washington 6, D. C. 

N Bus Ed Q—National Business Education 
Quarterly. Hollis P. Guy, exec. ed. United 
Business Education Association, 1201 Six- 
teenth Street, N.W., Washington 6, D. C. 

Ohio Bus Tchr—The Ohio Business Teacher. 
Lohnie J. Boggs, ed. Ohio Business Teachers’ 
Association, Miami University, Oxford, Ohio 

Pitmanite—The Pitmanite. Thomas B. Maier, 
ed. Pitman Publishing Corporation, 2 West 
45 Street, New York 36, New York 

Systems for Ed—Systems for Educators. J. H. 
Preston, ed. School Department of Reming- 
ton Rand Division, Sperry Rand Corpora- 
tion, 315 Fourth Avenue, New York 10, 
New York 

Today’s Sec—Today’s Secretary. Mary Jollon, 
ed. Gregg Publishing Division, McGraw-Hill 
Book Company, Inc., 330 West 42 Street, 
New York 36, New York 

Typ News—tTypewriting News. R. L. Rahbar, 
ed. South-Western Publishing Company, 
5101 Madison Road, Cincinnati 27, Ohio 

VBE Bul—Virginia Business Education Bulle- 
tin. Business Education Service, State Depart- 
ment of Education, Richmond 16, Virginia 
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net 330 West 42 Street, New York 36, New 


Yor 

Macmillan. The Macmillan Company, 60 Fifth 
Avenue, New York 11, New York 

Pitman. Pitman Publishing Corporation, 2 
West 45 Street, New York 36, New York 

Prentice-Hall. Prentice-Hall, Inc., Englewood 
Cliffs, New Jersey 

Ronald. The Ronald Press Company, 15 East 
26 Street, New York 10, New York 

Rowe. The H. M. Rowe Company, 624 North 
Gilmor Street, Baltimore 17, Maryland 

South-Western. South-Western Publishing Com- 
pany, 5101 Madison Road, Cincinnati 27, 

io 

Walch. J. Weston Walch, Publisher, 1145 Con- 
gress Street, Portland, Maine 

Wiley. John Wiley & Sons, Inc., 440 Fourth 
Avenue, New York 16, New York 

Winston. John C. Winston Company, 1006 
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